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FOREWORD 


This publication replaces an earlier version called Lexicon of Terms & 
Definitions relating to Personnel. The title of the current edition, 
Vocabulary of Personnel Services, has been changed to reflect 
terminological concerns. 


The purpose of this Vocabulary is to provide a common base of understanding 
for users of Personnel terminology within the federal Public Service. 

It is the result of a recommendation in the Kerr-Dawson report, Personnel 
Data Systems in the Public Service and Recommendations for their Improvement, 
and has been actively supported by the Coordinating Office and the 

Steering Committee that were established following the publication of 

that report. 


From its inception this project has been a collaborative effort between 
the central agencies and departments. Treasury Board Secretariat and 
the Public Service Commission, which have a prime interest in Personnel 
administration, initiated and coordinated the effort. The Secretary of 
State Department, given the mandate to develop and standardize public 
administration terminology, actively provided terminological, linguistic 
and translation expertise. The Publications Services of the Administration 
Branch shared the proof-reading services with Communications Division of 
the Secretariat who also provided guidance in developing specifications 
for the publication. Printing, binding and distribution were handled by 
the Department of Supply and Services. 


This second edition is an expanded work with important additions in 
Training and Development and in Human Resource Planning terminology. 
Numerous corrections have been made, and thanks are due to the many 
correspondents who have pointed out errors or suggested improvements. 


INTRODUCTION 
Scope and Format 


This second edition contains 711 terms and definitions of which 163 are 
new entries: 80 deal with Training and Development and 83 concern Human 
Resource Planning. These new terms have been incorporated into the 
first edition which contained 62 terms relating to Classification, 

133 to Compensation, 48 to Foreign Service, 95 to Staff Relations and 
210 to Staffing. The entries were selected and validated by subject- 
matter specialists at Treasury Board Secretariat and in the Public 
Service Commission. The three hole punched format was adopted to 
facilitate future updates, or modifications to the publication. 


Order of Entries 


For each language, all entries appear in alphabetical order in that 
language. 


Structure of Entries 


The entry term appears in bold capitals, with the equivalent in the 
other official language following in small letters. Immediately below 
the entry term, and enclosed in double parentheses, is the area of 
personnel administration where the term is most commonly used, e.g. 
((staffing)). The definition follows. In some instances, there is also 
a Note of comment. 


Interpretation of Definitions 


Although each term and its definition was reviewed and validated by 
subject-matter specialists, the definitions in this document are not 
intended to supersede those definitions that appear in Acts, Directives, 
Regulations, or Collective Agreements that are at present in force. The 
definitions are only intended to provide an authoritative standard that 
will bring uniformity into the day-to-day usage of personnel 
terminology. 


Although intended primarily for use by public servants, this publication 
is also available to members of the general public and may be obtained 
from Treasury Board Distribution Centre in Ottawa (Telephone 

(613) 995-2855). 


A 


ABANDONMENT OF POSITION/abandon de poste 


((Staffing)) An employee's abdication of employment as evidenced by a 
voluntary but unauthorized absence from duty for a period of at least 
one week. 


ABILITY TEST/test d'habileté 


((Staffing)) A systematic procedure for measuring a person's existing 
capacity to perform a particular task(s) or function(s). 


ACCELERATED LAYOFF/mise en disponibilité accélérée 


((Staffing)) The advancing of the date of layoff at the request of the 
employee to permit his or her acceptance of employment outside the 
Public Service. 


ACCOMPANIED BY ONE DEPENDANT/accompagné d'une personne a charge 


((Foreign Service)) Refers to an employee who has one dependant 
residing with him/her at the Post for at least 8 months of any 
consecutive 12-month period. 


ACCOMPANIED BY TWO OR MORE DEPENDANTS/accompagné d'au moins deux 
personnes à charge 


((Foreign Service)) Refers to an employee who has two or more 
dependants residing with him/her at the post for at least 8 months of 
any consecutive 12-month period; one of such dependants must be a 
dependent child. 


ACCREDITED CLASSIFICATION SPECIALIST/spécialiste accrédité en 


classification 


((Classification)) An employee designated by the Treasury Board 
Secretariat as meeting the basic, situational and demonstrated criteria 
established for classification specialists. 


ACHIEVEMENT REPORT/rapport sur les réalisations 


((Human Resource Planning)) A report providing a comparison of results 
achieved versus the results expected and a brief explanation of the 
variances. 


ACHIEVEMENT TEST/test de performance 


((Staffing)) A systematic procedure for measuring what a person has 
learned or attained in a given task(s) or function(s). 


ACTING APPOINTMENT/nomination intérimaire 


((Staffing)) The designation of a person to carry out, for a temporary 
period, the duties and responsibilities of a position having a higher 
maximum rate of pay. 


Note: PSC statistics do not include certain short-term acting 
appointments. 


ACTING PAY/rémunération provisoire 


((Compensation)) The additional pay an employee receives when required 
to perform, for a temporary period, the duties of a higher position than 
the one held by that employee on a substantive basis. 


ACTIVITY/activité 


((Human Resource Planning)) A planned and purposeful effort directed to 
achieve a goal and thus contributing to the organization's mandate and 
purposes. 


ACTUAL RENT/loyer réel 


((Foreign Service)) Refers to the amount in local currency which the 
employee is paid by the employer in order to lease living accommodation 
at a Post which, whenever possible and practicable, and allowing for 
local conditions and lifestyles, meets the average comparability policy. 


ADJUDICATION/arbitrage (conflit de droits) 


((Staff Relations)) Refers to the procedure where an employee has 
presented a grievance up to and including the final level in the 
grievance process with respect to: 


(a) the interpretation or application, in respect of the employee, of a 
provision of a collective agreement or an arbitral award, or 


(b) disciplinary action resulting in discharge, Suspension or a 
financial penalty 


and the grievance has not been dealt with to the employee's 
satisfaction. 


ADMINISTRATIVE FOCAL POINT/point administratif central 


((Training and Development)) The area or individual who has been 
designated by a department as being responsible for the overall 
administration of departmental training activities, normally under the 
direction of the training coordinator. 


ADMINISTRATIVE NETWORK/réseau administratif 


((Training and Development)) The areas or positions at the corporate, 
branch, division and regional levels, which have been designated by the 
department as having specific responsibilities for training 
administration, as well as the data flows and procedures which establish 
the interconnection among the various areas and positions. 


ADMINISTRATIVE PRIORITY/priorité administrative 


((Staffing)) Entitlement to consideration for appointment before others 
and without competition, based on Public Service Commission policy. 


ADMINISTRATIVE SYSTEM/systéme administratif 


((Training and Development)) The procedures established by departments 
for recording, reporting, authorizing and cost-capturing in connection 
with all training activities. 


ADVERSE IMPACT/effet d'exclusion 


((Human Resource Planning)) The statistically measurable result of an 
employment-related practice or process which disproportionately excludes 
members of a population who are differentiated by a characteristic such 
as sex. See SYSTEMIC DISCRIMINATION. 


AFFIRMATIVE ACTION/action positive 


((Human Resource Planning)) An analytical approach to the 
identification and elimination of systemic barriers to employment for 
selected target groups and the implementation of plans for die the 
effects of past discrimination. 


ALLOWANCE TO TEACHERS OF SPECIALIST SUBJECTS/indemnité versée aux 
professeurs de matières spécialisées 


((Compensation)) An allowance for certain employees who are assigned to 
counselling or teaching duties in particular specialist fields. 


ALPHA SCALE/échelle de cotation alphabétique 
((Staffing)) A grading system using words or letters. 


Note: Used in the assessment of candidates against rated 
requirements. 


ANNUAL ALLOWANCE/allocation annuelle 


((Compensation)) A reduced pension payable from age 50. 


ANNUAL RATE OF PAY/taux de rémunération annuel 


((Compensation)) The rate of pay authorized for one calendar year. 


APPEAL (n.)/appel 


((Staffing)) A request made to have a board, established under 
paragraph 5(d) of the Public Service Employment Act, inquire into the 
circumstances of an appointment or proposed appointment from within the 
Public Service, or of a recommendation for release or demotion because 
of incompetence or incapacity. 


APPEAL (v.)/interjeter appel; en appeler de; faire appel; se pourvoir en 
appel 


((Staffing)) To request that a board, established under paragraph 5(d) 
of the Public Service Employment Act, inquire into the circumstances of 
an appointment or proposed appointment from within the Public Service, 
or of a recommendation for release or demotion because of incompetence 
or incapacity. 


APPEAL BOARD/comité d'appel 


((Staffing)) A person or persons charged with conducting an inquiry 
into the circumstances of an appointment or proposed appointment from 
within the Public Service, or of a recommendation for release or 
demotion because of incompetence or incapacity. 


APPEAL DOCUMENT/document d'appel 
((Staffing)) A written notice requesting that an appeal board conduct 
an inquiry into the circumstances of an appointment or proposed 


appointment from within the Public Service, or of a recommendation for 
release or demotion because of incompetence or incapacity. 


APPEALABLE APPOINTMENT/nomination susceptible d'appel 


((Staffing)) An appointment or proposed appointment potentially subject 
to an inquiry by an appeal board. 


APPEALS OFFICER/agent d'appel 
((Staffing)) A person designated to hear an appeal. 


APPELLANT/appelant 
((Staffing)) A person who submits an appeal. 


APPLICANT/postulant 


((Staffing)) A person who requests, in writing, to be considered for 
appointment to a position in the Public Service. 


APPLICANT INVENTORY/répertoire de postulants 


((Staffing)) An ordered record of information about persons for use in 
identifying prospective candidates in open competitions. 


APPLICATION/demande d'emploi 


((Staffing)) A written request to be considered for appointment to a 
position in the Public Service. 


APPOINTING AUTHORITY/fondé de pouvoir de nomination ( 
((Staffing)) One who has the right to appoint. 


APPOINTMENT/nomination 


((Staffing)) An action taken pursuant to the Public Service Employment 
Act to confer position incumbency upon a person in all cases other than 
secondments, assignments or acting appointments. 


Note: PSC statistics do not include certain appointments for 
specified periods of less than six months. 


APPOINTMENT FOR A SPECIFIED PERIOD/nomination pour une période 
spécifiée; nomination pour une période déterminée 


((Staffing)) An appointment for which the expected duration is fixed. 


Note: PSC statistics do not include certain appointments for 
specified periods of less than six months. 


APPRAISAL, EMPLOYEE/évaluation de l'employé 


((Human Resource Planning)) A written assessment that forms part of the 
performance review and appraisal report. It identifies an employee's 
qualifications, abilities and potential as demonstrated on the job. In 
addition, it identifies training and development needs, proposes a 
course of action and indicates possible future assignments. (PMM, 
Volume 4, Chapter 1) 


APTITUDE TEST/test d'aptitudes 


((Staffing)) A systematic procedure for measuring a person's capacity 
to learn a particular task(s) or function(s). 


ARBITRATION/arbitrage (conflit d'intéréts) 


((Staff Relations)) The procedure by which a board acting under the 
authority of the Public Service Staff Relations Act hears both sides of 
an interest dispute and issues an award which is binding on both 
parties. 


ARBITRATOR/arbitre 


((Staff Relations)) Member of an Arbitration Tribunal chosen to hear 
and rule on an interest dispute. 


AREA OF COMPETITION/zone de concours 


((Staffing)) Factors governing eligibility for consideration for 
appointment expressed in terms of area of residence and, in the case of 
closed competitions, in terms of the part, if any, of the Public Service 
and the occupational nature and level of positions, if any. 


AREA OF RECRUITMENT/zone de recrutement 


((Staffing)) The geographic location(s) in which applicants must reside 
in order to be eligible for consideration for appointment in open compe- 
titions. 


ASSIGNMENT/affectation 


((Staffing)) The temporary allocation of a person usually within an 
organization, to perform certain tasks without affecting the person's 
appointment status. 


ASSIGNMENT SCHEDULING ALLOWANCE/allocation d'établissement du calendrier 
des affectations 


((Compensation)) An allowance paid to a helicopter pilot at helicopter 
bases where there are two or more helicopter pilots and no supervisory 
pilot. Such allowance is payable to only one person at the base. 


ASSIMILATION/intégration 


((Compensation)) The removal of an employee from a holding rate of pay 
(red-circled) when the rate of pay applicable to the reclassified 
position equals or exceeds the current holding rate. 


ASSISTANT PRINCIPAL'S ALLOWANCE/indemnité de directeur d'école adjoint 
((Compensation)) An allowance for administrative and supervisory 
responsibilities. 

ATTRITION/attrition 

((Human Resource Planning)) The number of employees who leave a 
specific group or organization within a given timeframe, usually divided 


by the averaged strength and expressed as a percentage. See SEPARATION 
RATE. See STRENGTH. 


AUDIT/vérification 


((Training and Development)) The systematic, independent review of all 
departmental operations, including administrative activities, for 
purposes of advising management on the efficiency, effectiveness and 
economy of internal management practices and controls. 


AUTOMATED NOTICE SYSTEM/systéme automatisé de diffusion des avis 


((Staffing)) A network designed to effect the translation, transmission 
and display of staffing notices. 


Note: Abbreviation is ANS. 


AUTOMOBILE POSTING LOAN/prét pour automobile 


((Foreign Service)) A loan to assist an employee who wishes to purchase 
an automobile for use at a Post where a vehicle is not provided. 


AVAILABILITY/disponibilité 


((Human Resource Planning)) A person's willingness and ability to 
accept a position, an appointment or an assignment for which that person 
is qualified. 


AWARD/sentence arbitrale 


((Staff Relations)) The final decision of an Arbitration Tribunal, 
binding on both parties to the dispute. 


B 


BACK-UP/remplaçant 


((Human Resource Planning)) An employee who has been identified as 
qualified and available to assume some or all of the duties of a 
specific position other than the one he or she presently occupies. 


BARGAINING AGENT/agent négociateur 


((Staff Relations)) An employee organization (a) that has been 
certified by the Public Service Staff Relations Board as bargaining 
agent for a bargaining unit, and (b) the certification of which has not 
been revoked. 


BARGAINING IN GOOD FAITH/négociation de bonne foi 


((Staff Relations)) The requirement that two parties meet and confer at 
reasonable times with minds open to persuasion with a view to reaching 
agreement on new contract terms. Good faith bargaining does not imply 
that either party is required to reach agreement on any proposal. 


BARGAINING UNIT/unité de négociation 


((Staff Relations)) A group of two or more employees that is 
determined, in accordance with the Public Service Staff Relations Act, 
to constitute a unit of employees appropriate for collective bargaining. 


BASE RATE/taux de base 


((Staff Relations)) The lowest rate of pay for the lowest-paid 
qualified worker classification in the bargaining unit. 


BASIC REQUIREMENT/exigence fondamentale 


((Staffing)) An essential qualification used for screening applicants 
on a pass/fail basis. 


BENCH AUDIT/vérification sur place 


((Classification)) A systematic process of interviewing and/or 
observing an employee at his/her work in order to evaluate his/her 
position. 


BENCH-MARK DESCRIPTION/description du poste-repère 


((Classification)) The description of illustrative work performed in a 
job which exemplifies the degrees of the factors and/or the 
classification levels in an evaluation plan. 


Note: The bench-mark description commonly comprises the 
identification information, a summary of the duties stating 
the function and purpose of the job, a list of duties, the 
percentage of time devoted to each duty, and specifications 
written in terms of factors used in the rating plan. 


BENCH-MARK POSITION/poste-repére 


((Classification)) A real or hypothetical position which has been 
selected for description in the classification standards to illustrate 
specific degrees or levels of work. 


BEREAVEMENT ALLOWANCE/indemnité de décés 


((Compensation)) Payment of cost equal to the cost of a return journey 
between the isolated Post and the nearest point of departure for the 
employee and/or his or her family in cases of bereavement in the 
employee's immediate family. 


BILINGUAL DIFFERENTIAL/prime de bilinguisme 


((Compensation)) A differential of 7 per cent of the actual rate of pay 
received by employees classified in the Secretarial, Stenographic and 
Typing group rounded to the nearest dollar, in respect of positions in 
which adequate performance of duties and effective service to the public 
require the use of both official languages. 


BILINGUAL POSITION/poste bilingue 


((Staffing)) A position which requires the knowledge and use of both 
official languages. 


BILINGUAL REGION/région bilingue 


((Staffing)) A designated geographical area in which staffing notices 
must be provided in both official languages. 


Note: The designated geographical areas are provided by the Official 
Languages Branch, Treasury Board Secretariat. 
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BILINGUALISM BONUS/prime au bilinguisme 
((Compensation)) Compensation provided to all certified bilingual 


employees for the period of time they have occupied and/or will continue 
to occupy identified bilingual positions. 


BLOCK CONVERSION/transposition en bloc 

((Classification)) The process of conversion "en bloc" in which 
positions of a specific class and grade or group and level under one 
classification plan or system are redesignated, without individual 


evaluation, as being in a specific group and level under a new or 
revised system. 


BLUE-COLLAR WORKERS/cols bleus 


((Staff Relations)) Term used to describe manual workers, i.e., 
production and maintenance employees. 


BOOT ALLOWANCE/indemnité de chaussures 


((Compensation)) An allowance paid to employees of certain groups to 
compensate for the purchase of protective footwear. 


BUSINESS AGENT/agent d'affaires 


((Staff Relations)) A full-time union officer of a local union who 
handles grievances, helps enforce agreements and performs other tasks in 
the day-to-day operation of a union. 


C 


CALL-BACK LIST/liste de rappel au travail 


((Staffing)) A list which may be established of the names of persons 
who have performed part-time duties satisfactorily during previous 
employment and who may be recalled to part-time work when positions for 
which they are qualified become available. 


Note: Applies only in relation to the Public Service Part-Time 
Employment Regulations. 
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CALL-BACK PAY/indemnité de rappel 


((Staff Relations)) Compensation, often at premium pay, for workers 
called back on the job after completing their regular shift. Contract 
provisions usually provide for a minimum number of hours' pay, 
regardless of the number of hours actually worked. 


CANADA LABOUR CODE/Code canadien du travail 


((Staff Relations)) Legislation applicable to employers whose 
operations fall within federal jurisdiction and to their employees. 


Note: The Canada Labour Code does not apply to employees of the 
federal government. 


CANADA LABOUR RELATIONS BOARD/Conseil canadien des relations du travail 


((Staff Relations)) A board whose powers and duties under the 
industrial relations provisions of the Canada Labour Code include the 
determination of appropriate bargaining units, the certification or 
decertification of trade unions, decisions as to unfair labour practices 
or failure to bargain in good faith, etc. 


CANADIAN LEAVE/congé à prendre au Canada 
((Foreign Service)) Leave granted by the deputy head to an employee and 


his/her family together at a location in Canada for the purpose of 
re-Canadianization following service outside Canada. 


CANADIAN LEAVE ALLOWANCE/indemnité de congé à prendre au Canada 


((Foreign Service)) An allowance authorized to help defray living 
expenses incurred while the employee is on Canadian leave. 
CANDIDATE/candidat 


((Staffing)) A person who is in the area of competition and who 
participates in a competition. 


CANOE ALLOWANCE/indemnité de canotage 


((Compensation)) Payment to employees formerly classified as Fisheries 
Warden and Fisheries Guardian to furnish canoes or boats and camping 
equipment. 
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CAREER/carrière 


( (Human Resource Planning)) The sequence of work-related experiences 
during the span of a person's work life. 


CAREER ASPIRATIONS/aspirations de carrière 


((Human Resource Planning)) A person's work-related objectives and 
goals. 


CAREER ASSIGNMENT/affectation de carriére 


((Human Resource Planning)) Responsibilities or duties assigned to an 
employee which are aimed at contributing to the realization of his or 
her career aspirations and which are in keeping with organizational 
needs. 


CAREER COUNSELLING/orientation professionnelle 


((Human Resource Planning)) Advice or guidance to assist employees in 
making career decisions. 


CAREER DEVELOPMENT/perfectionnement de carriére 


((Human Resource Planning)) A process through which employees are 
equipped to meet the organization's resource needs while at the same 
time achieving their individual career aspirations. 


CAREER DEVELOPMENT PROGRAM/programme de perfectionnement de carriére 


((Human Resource Planning)) A management-sponsored program integrating 
selection, education and assignments designed to help employees achieve 
their career aspirations while meeting the organization's goals and 
objectives. 


CAREER FOREIGN SERVICE EMPLOYEE/employé qui fait carriére dans le 


service extérieur 


((Foreign Service)) An employee who, as a condition of employment, 
serves abroad pursuant to a rotational pattern throughout the span of 
his/her career. 


Note: This rotational service normally involves assignments to a 
number of posts but occasionally, due to operational 
requirements, assignments may be limited to one or a few 
posts. 
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CAREER MANAGEMENT/gestion des carrières 


((Human Resource Planning)) A management structured process which 
integrates organizational needs with employees' career aspirations by 
identifying their knowledge and abilities, providing necessary training 
and development and scheduling appropriate career moves. 


CAREER PATH/cheminement de carriére 


((Human Resource Planning)) The sequence of positions or assignments 
undertaken by employees in specific functions or occupational groups. 


CAREER PLANNING/planification de la carriére 


((Human Resource Planning)) At the individual level: an ongoing 
process through which employees evaluate their experience, interests and 
capabilities in relation to employment opportunities, and obtain 
assistance, direction and guidance in making career decisions. 


At the organizational level: the planned development of employees to 
provide a supply of talent to meet foreseeable needs. 


CAREER PROFILE/curriculum vitae 


((Staffing)) A summary of a person's background, qualifications, 
interests and other factors as they relate to consideration for 
employment. See CURRICULUM VITAE. 


CASH TERMINATION ALLOWANCE/indemnité de fin d'emploi en argent 


((Compensation)) A lump sum benefit payable to certain persons who 
retire due to ill health, prior to age 60, with five or more years of 
pensionable service. 


CENTRAL REMOVAL SERVICE/service central de déménagement 


((Compensation)) A service provided by the Department of Supply and 
Services for reasons of economy and administrative efficiency and in 
order to ensure a uniformly high standard of service from the moving 
industry. 
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CERTIFICATION/accréditation syndicale 


((Staff Relations)) Official designation by the Public Service Staff 
Relations Board of a union as sole and exclusive bargaining agent, 
following proof of majority support among employees in a bargaining 
unit. 


CERTIFIED STAFFING OFFICER/agent de dotation accrédité 


((Staffing)) An employee designated by the Public Service Commission as 
one with sufficient expertise in staffing matters to exercise appoint- 
ment authority or to provide advice to those who do. 


Note: Abbreviation is CSO. 


CHECK-OFF/précompte 


((Staff Relations)) An agreement between the employer and a bargaining 
agent authorizing an employer to deduct union dues and, sometimes, other 
assessments, and transmit these funds to the union. 


CLASSIFICATION/classification 
((Classification)) The process by which a position is allocated to an 


occupational category, group (and sub-group where applicable) and to a 
classification level. 


CLASSIFICATION ACTION/opérations de classification 


((Classification)) The administrative procedure required in order to 
have a position description evaluated against a classification standard. 


Note: Classification action is required for each new or revised 
position created by management. 

CLASSIFICATION AUDIT/vérification de la classification 

((Classification)) The review of departmental classification 

operations, including administrative activities, for purposes of 


advising management on the efficiency, effectiveness and economy of 
classification practices and controls. 


CLASSIFICATION AUTHORITY/pouvoir de classifier 


((Classification)) The authority to organize work and classify 
positions. 
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CLASSIFICATION GRIEVANCE/grief de classification 


((Classification)) A written complaint by an employee against the 
evaluation of his/her position. 


CLASSIFICATION GRIEVANCE REVIEW BOARD/comité d'examen des griefs de 


classification 
((Classification)) A board comprised of officers convened to examine 


classification grievances under the provision of the PSSRA and in 
accordance with the classification grievance process. 


CLASSIFICATION OF ACCOUNTS/classification des comptes 
((Training and Development)) The manner in which financial data are 


identified, aggregated and reported for planning, resource allocation, 
management control and results evaluation. 


CLASSIFICATION OFFICER/agent de classification 

((Classification)) An officer who is responsible for advising 
management in classification matters. 

CLASSIFICATION STANDARD/norme de classification 

((Classification)) The document containing the category definition, 
group and sub-group definitions with inclusions and exclusions, the job 
evaluation plan and a series of bench-marks to be used as guides in 
evaluating jobs. 


CLOSED COMPETITION/concours restreint 


((Staffing)) A competition that is open only to persons employed in the 
Public Service. 


COALITION BARGAINING/négociation multisyndicale 


((Staff Relations)) Two or more bargaining units joining forces to 
negotiate an agreement with the employer. 
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COLA CLAUSE/clause d'indemnité de vie chère 

((Staff Relations)) Literally a ‘cost-of-living adjustment' (or 
allowance) clause. A clause built into a collective agreement which 
links wage or salary increases to changes in the cost of living during 
the life of the contract. 


COLLECTIVE AGREEMENT/convention collective 


((Staff Relations)) An agreement in writing entered into under the 
Public Service Staff Relations Act between the employer, on the one 
hand, and a bargaining agent, on the other hand, containing provisions 
respecting terms and conditions of employment and related matters. 


COLLECTIVE BARGAINING/négociation collective 


((Staff Relations)) Method of determining wages, hours and other 
conditions of employment through direct negotiations between the union 
and employer. 


Note: Normally the result of collective bargaining is a written 
contract that covers all employees in the bargaining unit, 
both union members and non-members, for a specified period of 
time. 


COLLOQUY/colloque 


((Training and Development)) A modified version of a panel using three 
or four resource persons and three or four trainees. The trainees 
express opinions, raise issues and ask questions to be discussed and 
dealt with by the resource persons. 


COMMUTING ALLOWANCE/indemnité de transport quotidien 


((Compensation)) Assistance to employees towards expenses of commuting 
to some work sites where recruitment and retention of adequate staff 
would otherwise be difficult due to the cost of reaching the work site 
from the nearest suitable residential community. 


COMPASSIONATE TRAVEL/déplacements pour événements familiaux malheureux 


((Foreign Service)) Compensation to an employee at a Post for those 
expenditures arising from the serious illness or death of a parent or 
member of his/her family unit, which are over and above those that would 
have been incurred had the employee been serving in the headquarters 
CTY. 
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COMPENSATION DAY/jour de rémunération 


((Foreign Service)) Means any day other than the one or two days per 
week designated as a day or days of rest at the Post. 


COMPENSATORY BENEFITS/avantages d'indemnisation 

((Compensation)) Allowances, additional pay or other special benefits 
provided in recognition of special conditions of work or provision of 
special services, or reimbursement of specific costs incurred by an 
employee in the performance of duties. 

COMPETITION/concours 

((Staffing)) A staffing process in which all prospective candidates who 
respond to notice or are identified by means of an inventory are 
considered in terms of their relative suitability for appointment. 
COMPETITION NUMBER/numéro de concours 

((Staffing)) The alphanumerical designation used to identify a given 
selection process. 

COMPETITION POSTER/avis de concours 

((Staffing)) A written notice of a job opportunity displayed in a 
public place. 

COMPETITIVE PROCESS/concours 

((Staffing)) A staffing process in which all prospective candidates who 
respond to notice or are identified by means of an inventory are 
considered in terms of their relative suitability for appointment. 
COMPOSITE ALLOWANCE/indemnité mixte 

((Compensation)) The reimbursement to an employee of reasonable costs 


for meals and incidental expenses for each full calendar day in travel 
status when commercial accommodation is authorized and used. 


18 


CONCILIATION AND MEDIATION/conciliation et médiation 

((Staff Relations)) A process that attempts to resolve interest 
disputes by compromise or voluntary agreement. By contrast with 
arbitration, the mediator, conciliator or conciliation board does not 
bring in a binding award, and the parties are free to accept or to 
reject the recommendation. 


Note: Conciliation is a prerequisite to legal strike action. 


CONDITIONS/conditions 

((Training and Development)) Those factors which describe the setting 
in which performance takes place. 

CONDITIONS OF APPOINTMENT/conditions de nomination 

((Staffing)) Requirements, other than qualifications which fall within 
the purview of the Public Service Commission, which a candidate must 
meet in order to be appointed. 

CONFERENCE/conférence 


((Training and Development)) A formal gathering in one location to 
discuss, contribute to or be informed on matters of common interest. 


CONGRESS/congrés 

((Training and Development)) A conference or formal assembly convened 
to discuss problems of common interest. 

CONSENSUS/consensus 

((Classification)) Group judgement of a classification committee on the 
rating of a position. 

CONTINUING STUDY/étude continue 

((Classification)) A classification factor referring to the requirement 


for maintaining a knowledge of trends and developments in one or more 
fields related to the duties of the position. 
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CONTRACT FOR PERSONAL SERVICES/marché de services personnels ( ( 


((Staffing)) A formal agreement with an individual or firm to provide 
the services of one or more individuals which does not result in the 
establishment of an employee-employer relationship. 


CONTROL MECHANISMS/mécanismes de contrôle 
((Training and Development)) Features of standard practices which 


assure that plans succeed by detecting deviations and providing a basis 
for taking corrective action. 


CONVERSION/transposition 
((Classification)) The process of changing the designation of all 


positions in a group or level to cover their assignment to a new or 
revised evaluation plan. 


CORRESPONDENCE COURSE/cours par correspondance 


((Training and Development)) Systematic instruction conducted by 

correspondence between the student and the teaching agency. It is often 

combined with some other method or aids such as seminars, weekend study 

groups, taped instruction and television, and may combine study at work ‘€ 
and at home. 


COST-BENEFIT ANALYSIS/analyse coûts-avantages 


((Training and Development)) A systematic comparison between the cost 
of carrying out a service or activity and the value of that service or 
activity. 


COST-OF-LIVING ALLOWANCE/indemnité de vie chére 


((Compensation)) An allowance based on the Consumer Price Index. 


COURSE/cours 


((Training and Development)) A formal period of group instruction. 
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CRITICAL OCCUPATIONS/groupes professionnels 


((Human Resource Planning)) Clusters of jobs, duties or 
responsibilities which are considered to be crucial to the effectiveness 
of the organization for which specific resourcing difficulties are 
foreseen. See KEY POSITION. See CRITICAL POSITIONS. 


CRITICAL POSITIONS/postes critiques 
((Human Resource Planning)) Clusters of jobs, duties or 
responsibilities which are considered to be crucial to the effectiveness 


of the organization for which specific resourcing difficulties are 
foreseen. See KEY POSITION. See CRITICAL OCCUPATIONS. 


CROSS-POSTING/mutation à une autre mission 
((Foreign Service)) The assignment of an employee from one Post to 


another Post. 


CROWN-OWNED LIVING ACCOMMODATION/ logement de possession gouvernementale 


((Compensation)) A living accommodation owned, leased, rented or 
otherwise controllable as to occupancy by the Government of Canada. 
CURRICULUM VITAE/curriculum vitae 

((Staffing)) A summary of a person's background, qualifications, 


interests and other factors as they relate to consideration for 
employment. See CAREER PROFILE. 


D 


DAILY RATE/taux journalier 


((Compensation)) The weekly rate of pay divided by the number of days 
in the standard work week. 


DATA ANALYSIS/analyse des données 


((Human Resource Planning)) The examination and evaluation of facts and 
statistics to identify current or potential problems or otherwise 
interpret the significance of data for decision-making purposes. 
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DATA BANK/banque de données 


((Human Resource Planning)) Facts and statistics stored in an 
information system organized to facilitate access and retrieval of its 
data elements. 


DATA STREAM/permatri 


((Staffing)) An automated employee inventory which is one component of 
the Senior Management Information System maintained by the Public 
Service Commission. 


Note: Acronym for "Data System for Training, Research, Employment 
and Appraisal of Manpower". 


DEAN'S ALLOWANCE/indemnité de doyen 


((Compensation)) Allowance paid to a dean for additional administrative 
responsibility. 


DEATH ABROAD OF AN EMPLOYEE OR HIS/HER DEPENDANT/décés à l'étranger d'un 
employé ou d'une personne à sa charge 


((Foreign Service)) Payment of certain expenses on behalf of an 
employee or a dependant who dies abroad during the period of the 
employee's posting, which is in excess of expenses which would have been 
incurred had death occurred at the employee's headquarters city. 


DECERTIFICATION/révocation d'accréditation syndicale 


((Staff Relations)) The procedure for removing a union's official 
recognition as exclusive bargaining representative. 


DEFERRED ANNUITY/rente a jouissance différée 
((Compensation)) The benefit, payable for life in monthly amounts, to 


which certain persons who leave the Public Service before the age of 60 
become entitled upon reaching age 60. 


DEGREE/degré 


((Classification)) A definable, distinguishable level within a factor 
in a point-rating scale. 
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DELEGATED STAFFING ACTION/opération de dotation (en personnel) par 
délégation 


((Staffing)) A staffing action for which the authority has been vested 
by the Public Service Commission in a department or agency. 


DELEGATION/délégation 


((Classification)) The devolution of authority to classify positions 
from Treasury Board Secretariat to and within departments and agencies 
of government. 


DELPHI METHOD/méthode delphi 


((Human Resource Planning)) A forecasting method used in situations 
that are complex or uncertain, which aims at establishing a consensus 
among a group of knowledgeable contacts of the subjective probabilities 
of events occurring. 


DEMAND/ demande 


((Human Resource Planning)) The number and types of personnel required 
for existing or future vacancies in an organization in a given period. 


DEMOTE/rétrograder 


((Staffing)) To appoint an employee to a position in the same group 
(and sub-group) at a level lower than that of the former appointment or 
to a position in any other group (or sub-group) for which the maximum 
rate of pay is lower than the maximum rate of pay for the position to 
which she/he was formerly appointed. 


DEMOTION/rétrogradation 
((Compensation)) Appointment of an employee, because of incompetence or 


incapacity, to a position where the maximum rate of pay is less than the 
maximum rate of pay of the employee's former position. 
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DEMOTION/rétrogradation 


((Staffing)) The appointment of an employee to a position in the same 
group (and sub-group) at a level lower than that of the former appoint- 
ment or to a position in any other group (or sub-group) for which the 
maximum rate of pay is lower than the maximum rate of pay for the 
position to which she/he was formerly appointed. 


Note: Such action may be effected involuntarily (for reasons of 
incompetence or incapacity), or voluntarily, on the part of 
the employee. 


DEPARTMENT HEAD'S ALLOWANCE/indemnité de chef de département 


((Compensation)) An allowance paid to the head of a department for 
administrative and supervisory responsibilities. 


DEPARTMENTAL TRAINING CENTRES/centres ministériels de formation 


((Training and Development)) Organizations within departments whose 
primary mandate is to provide training programs and/or training-related 
services in support of internal departmental programs and operations. 


DEPARTMENTS/ministéres 


((Training and Development).) Within the context of training policies, 
refer to all portions of the Public Service listed under Schedule I, 
Part I, of the Public Service Staff Relations Act (PSSRA). 


DEPENDANT/personne à charge 


((Foreign Service)) The spouse of an employee, or a child of an 
employee or of an employee's spouse, who resides with the employee at 
the Post, is unmarried and has not yet attained 21 years of age, or 
being 21 or more years of age, is dependent by reason of mental or 
physical infirmity; or any other individual who resides with the 
employee at the Post and who, in the opinion of the deputy head, is 
dependent upon the employee due to exceptional circumstances. 


DEPENDENT STUDENT/élève ou étudiant à charge 


((Foreign Service)) A dependant who satisfies the requirements set in 
Directive 2.01 (k) of the Foreign Service Directives, and who is not 
residing with the employee because he/she is in full-time attendance at 
an educational institution. 
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DESTRABLE QUALIFICATION/qualités souhaitables 


((Staffing)) The training, ability, knowledge, accomplishment or 
personal attribute that is advantageous but not essential for the 
performance of the duties and responsibilities of a position and that 
may be taken into account in the assessment of candidates, where 
applicable. 


DEVELOPMENT/perfectionnement 

((Human Resource Planning)) The planned process of preparing employees 
to take on additional responsibilities or another job. 

DEVELOPMENTAL COSTS/frais d'élaboration 

((Training and Development)) A11 the human and financial resources 


consumed before the project produces the required results or is 
terminated. 


DEVELOPMENTAL POSITION/poste de perfectionnement 


((Staffing)) A position which has been established for the purpose of 
developing the knowledge and skills of the incumbent to perform a 
particular function. 


DEW LINE ALLOWANCE/allocation d'affectation a la ligne DEW 
((Compensation)) Allowances to certain term employees (excluded from 
collective bargaining) engaged by the Ministry of Transport, relating to 
overtime, free board and lodging, and night lunches. 

DIRECT COSTS/frais directs 

((Training and Development)) A11 the human and financial resources 
which are derived from the budget of the organization reporting. 
DIRECTIVES/directives 

((Training and Development)) Mandatory instructions involving system 
elements, essential to the attainment of policy. 

DIRTY WORK ALLOWANCE/indemnité de salissure 


((Compensation)) Compensation for work requiring exposure to 
particularly dirty or obnoxious conditions. 
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DISABLED PERSON/personne handicapée 


((Human Resource Planning)) A physically or mentally handicapped 
person. 


DISABLED WORKERS/travailleurs handicapés 


((Staff Relations)) Workers whose earning capacity is impaired by 
physical or mental deficiency, or injury. 


DISCHARGE/congédiement 


((Compensation)) Involuntary termination of employment by reason of 
breach of discipline or misconduct. 


DISCRIMINATION/discrimination 


((Staff Relations)) Unequal treatment of workers, whether through 
hiring or employment rules or through variation of the conditions of 
employment, because of sex, age, marital status, race, creed, union 
membership or other activities. In many cases, discrimination is an 
unfair labour practice under federal or provincial laws. 


DISMISS/destituer 


((Staffing)) To terminate the employment of an employee who has been 
found to have contravened the restrictions on political partisanship. 


DISMISS AN APPEAL/rejeter un appel 


((Staffing)) To reject after inquiry an appeal made against an 
appointment or proposed appointment from within the Public Service, or 
against a recommendation for release or demotion because of incompetence 
or incapacity. 


DISMISSAL/destitution 
((Staffing)) The termination of the employment of an employee who has 


been found to have contravened the restrictions on political parti- 
sanship. 
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DISPUTE RESOLUTION SYSTEM/méthode de réglement de conflit 


((Staff Relations)) The process and procedures for applying third party 
assistance to collective bargaining parties to reach an agreement on the 
matter(s) in dispute. 


Note: In the federal Public Service, there are two types of dispute 
resolutions: (1) arbitration (2) conciliation/strike. 


DIVING DUTY ALLOWANCE/indemnité de plongée 

((Compensation)) An extra allowance to qualified personnel performing 
assigned diving duties and maintaining equipment. 

DOCKYARD ALLOWANCE/indemnité d'affectation au chantier maritime 
((Compensation)) An allowance paid to employees of the Drafting and 


Illustration group who are required by the employer to work aboard a 
Ship at the dockyards while it is undergoing repair or refit. 


DOG HANDLER'S ALLOWANCE/indemnité pour utilisation de chien 


((Compensation)) An allowance paid to employees of the Correctional 
group who are required to handle dogs trained to control inmates. 


DOMINANT DEGREE/niveau dominant 
((Classification)) A means of determining a position level in a factor 


comparison-type classification standard. 


DOWNGRADING/abaissement du niveau du poste 


((Classification)) An action which results in the assignment of a 
position to a level which carries a lower maximum rate of pay. 


DOWNWARD TRANSFER/mutation régressive 
((Staffing)) A voluntary demotion. 


DUTY/fonction 


((Classification)) A recognizably different segment of a job. 
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EDUCATION/études 


((Classification)) Refers to the background in academic, vocational or 

technical studies and training which is recognized through the actual or 
imminent conferring of a degree, diploma, certificate or other official 

document by an approved educational institution or agency. 


EDUCATION ALLOWANCE/indemnité de formation 


((Compensation)) An allowance payable to employees undergoing training. 


EDUCATION ASSISTANCE/indemnité d'études 


((Compensation)) An allowance to help defray the costs of elementary 
and secondary education where public servants and their families are 
located in areas of Canada where adequate facilities are not available. 


EDUCATION LEAVE/congé d'études 


((Compensation)) A leave granted to employees for additional or special 
training related to the needs of the department in which he or she is 
employed. 


EDUCATION TRAVEL/déplacement a des fins éducatives 


((Foreign Service)) Travelling expenses for a dependent student to and 
from an educational institution away from the employee's Post. 


EDUCATIONAL ALLOWANCE/indemnités scolaires 


((Foreign Service)) Financial assistance provided to an employee to 
ensure that his/her dependent children obtain an education approximating 
as much as possible the standards and costs of primary and secondary 
public education in Canada. 


EFFECTIVE CONVERSION DATE/date d'entrée en vigueur de la transposition 
((Classification)) The date, for purposes of classification and pay 


administration, that a new or revised classification plan comes into 
effect. 
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EFFECTIVE DATE OF APPOINTMENT/date d'entrée en vigueur de la nomination 


((Staffing)) The date on which a person is considered to have assumed 
the duties and responsibilities of the position concerned, as stated in 
the instrument of appointment. 


EFFECTIVENESS/efficacité 


((Training and Development)) The extent to which participants succeed 
in achieving training objectives, and, the extent to which departmental 
sae plans (numbers and types of employees to be trained) have been 
achieved. 


EFFICIENCY/efficience 


((Training and Development)) A measure of the ratio of the cost of 
delivering the training to the number of trained participants. 


ELEMENT/élément; sous-facteur 
((Classification)) A sub-division of a factor. 


Note: The factor "Knowledge" in the Clerical Regulatory Plan is 
divided into two sub-factors or contributing elements, 
"Education" and "Experience". 


ELIGIBLE LIST/liste d'admissibilité 


((Staffing)) A document which contains the names of some or all of the 
candidates found qualified in a competition and which expressed the 
sequence in which appointments, if any, will normally be offered. 


EMERGENCY EVACUATION AND LOSS/évacuation d'urgence et pertes 


((Foreign Service)) The emergency evacuation of an employee and/or a 
dependant from a Post in the event of hostilities, natural disaster or 
other threatening circumstances, including provision to safeguard 
material possessions during such absence and compensation for any loss 
resulting from the event which caused the evacuation. 


EMERGENCY SALARY ADVANCE/avance de salaire d'urgence 


((Compensation)) A payment which may be issued to an employee at the 
discretion of the employer when the normal pay cheque is not available 
on a regular pay day. 
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EMPLOYEE/employé 


((Staffing)) A person employed in that part of the Public Service to 
which the Public Service Commission has the exclusive right and 
authority to appoint persons. 


EMPLOYEE APPOINTED FOR A SPECIFIED PERIOD/emplové nommé pour une période 
spécifiée; employé nommé pour une période déterminée 


((Staffing)) A person whose expected duration of employment is fixed. 


Note: PSC statistics do not include certain employees appointed for 
specified periods of less than six months. 


EMPLOYEE APPRAISAL/évaluation de l'employé 


((Staffing)) An evaluation of an employee's work performance, an 
estimation of his/her potential and an identification of the employee's 
other qualifications, training and development needs as well as possible 
future assignments. 


EMPLOYEE INVENTORY/répertoire d'employés 


((Staffing)) An ordered record of information about persons for use in 
identifying prospective candidates in closed competitions. 


EMPLOYEE ON PROBATION/stagiaire 


((Staffing)) An employee whose capabilities and competence to fulfil 
the requirements of the position through the performance of its duties 
and responsibilities are being tested during a designated period 
following appointment. 


EMPLOYEE-COUPLE/couple d'employés 


((Foreign Service)) Means two individuals assigned to the same Post who 
are married to each other or who have signed the appropriate 
declaration, where both individuals are employees, or one individual is 
an employee and the other is eligible to claim foreign service 
entitlements from the Government of Canada (e.g., military personnel). 


EMPLOYEE-REQUESTED RELOCATION/réinstallation à la demande de l'employé 


((Compensation)) A geographic relocation resulting from a formal 
request made by an employee for compassionate or other personal reasons. 
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EMPLOYER/employeur 
((Training and Development)) The Government of Canada and its 


representatives, including Treasury Board Secretariat and departmental 
management. 


ENABLING (SUB-)OBJECTIVE/(sous-) objectif de base 
((Training and Development)) A contributory portion or sub-division of 


the training objective, achievement of which is necessary to achievement 
of the total training objective. 


ENCUMBER/occuper un poste 
((Staffing)) To occupy a position. 


ENTRY LEVEL/niveau d'entrée; niveau de recrutement 
((Staffing)) The level(s) in an occupational group or sub-group at 


which initial appointments are normally made as a result of recruitment 
from outside the Public Service. 


ENTRY LEVEL MIX/composition au niveau d'entrée 


((Human Resource Planning)) The relative rate of intake from different 
sources into a specific occupational group or function. 


ENVIRONMENT ALLOWANCE/indemnité d'environnement 

((Compensation)) An allowance for employees at locations which qualify 
as isolated Posts on the basis of population, climate, barren lands and 
availability of emergency services. 

ENVIRONMENTAL FACTOR/facteur environnement 


((Training and Development)) The organizational context within which 
performance takes place. 


ENVIRONMENTAL SCANNING/analyse des facteurs ambiants 


((Human Resource Planning)) The analysis, evaluation and priorization 
of conditions or trends inside and/or outside the organization that may 
affect human resource management issues. The results become basic 
inputs to the planning process. 
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EQUAL OPPORTUNITIES PROGRAMS/programme d'égalité d'accès à l'emploi 


((Human Resource Planning)) Programs aimed at providing equal access to 
employment opportunities and career development for under-represented 
group populations. 


ESSENTIAL QUALIFICATIONS/qualités essentielles 


((Staffing)) The training, abilities, knowledge, accomplishments or 
personal attributes which are necessary for the performance of the 
duties and responsibilities of a position and which form the basis for 
assessment and ranking of candidates. 


EVALUATION/évaluation 


((Training and Development)) The process of reviewing an activity or 
program to determine whether it is accomplishing its stated objectives 
and to identify opportunities for improved performance. 


EVALUATION CRITERIA/critéres d'évaluation 


((Training and Development)) Predetermined measures of performance to 
assess progress towards the achievement of stated objectives. 


EX GRATIA PAYMENT/paiement a titre gracieux 


((Compensation)) The compensation paid to an employee or other person 
for a loss or expenditure incurred where no liability on the part of the 
Crown exists. 


EXCEPTIONAL PERFORMANCE BONUS/prime de rendement exceptionnel 


((Compensation)) A cash bonus that may be awarded to employees who have 
reached the maximum rate and whose performance during the review period 
exceeds requirements. The bonuses may vary depending upon assessed 
performance. 


EXCLUSION APPROVAL ORDER/décret d'exclusion 


((Staffing)) An Order in Council which approves the exclusion by the 
Public Service Commission of positions or persons or a class thereof in 
whole or in part from the operation of the Public Service Employment 
Act. 
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EXCLUSIVITY/exclusivité 


((Staff Relations)) The right acquired by an employee organization to 
be the sole representative of the bargaining unit. 


EXEMPT STAFF/titulaire de poste d'exception 


((Staffing)) Persons appointed by a Minister to perform duties in his 
or her office. 


Note: Such persons are not employees under the Public Service 
Employment Act. 


EXEMPTION TIME/sursis 


((Staffing)) A period of time during which a person who is appointed on 
a non-imperative basis to a bilingual position is exempted from meeting 
the language requirements of the position. 


EXPERT LANGUAGE SKILLS/compétences linguistiques spécialisées 


((Staffing)) A level of proficiency or technical knowledge in one or 
both of the official languages which is beyond the scope of basic 
second-language training. 


EXTENSION OF TERM/prorogation de période déterminée 


((Staffing)) An appointment for a consecutive specified period for an 
appointment of a specified period. 


Note: Certain employees appointed for a specified period of less 
than six months do not show in the Public Service Commission 
statistics. 


EXTERNAL APPOINTMENT/nomination d'une personne de l'extérieur 


((Staffing)) An appointment of a person from outside that part of the 

Public Service to which the Public Service Commission has the exclusive 
right and authority to appoint persons, to a position within that part 

of the Public Service. 
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EXTERNAL RECRUITMENT/recrutement externe 


((Staffing)) A course of action designed to elicit applications from 
prospective candidates from outside that part of the Public Service to 
which the Public Service Commission has the exclusive right and 
authority to appoint persons, for positions to be staffed. 


EXTRA DUTY PAY/indemnité de fonctions supplémentaires 


((Compensation)) Extra pay (paid under Flying Pay) for certain 
qualified pilots in the Ministry of Transport, Civil Aeronautics, who 
are classified in the Scientific and Professional, Administrative and 
Foreign Service and Technical Categories, when they are required to fly 
during the course of their duties. 
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FACTOR/facteur 


((Classification)) A characteristic common to jobs in an occupational 
group which exists in varying degrees in the jobs. 


FACTOR COMPARISON/comparaison des facteurs 


((Classification)) A quantitative method of evaluating jobs in which 
key jobs are described in terms of specific factors. 


Note: These factors are then assigned weights appropriate to their 
relative importance. To evaluate a job, the specified factors 
present in it are compared with the weighted factors of the 
key jobs. The total of the factor values or the predominant 
degree assigned thus determines the worth of the whole job. 


FACTOR WEIGHT/pondération des facteurs 


((Classification)) Relative importance given to classification factors 
for the purpose of rating jobs in an evaluation plan. 


FAMILY REUNION TRAVEL/déplacement pour réunion de famille 
((Foreign Service)) Provision by the employer for reunion of families 


at public expense at least once a year, where separation is directly 
caused by the employee being stationed at a Post. 
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FAMILY SEPARATION EXPENSE/indemnité de séparation de la famille 


((Compensation)) Actual family separation expenses reimbursed to an 
employee who is transferred to an isolated Post at which family 
accommodation is not available. 


FARM MANAGER'S ALLOWANCE/indemnité de directeur d'exploitation agricole 


((Compensation)) An allowance for employees of Penitentiary Services 
who, as of March 12, 1971, hold a diploma from an Agricultural College 
and are employed as Farm Managers or Assistant Farm Managers. 


FEASIBILITY STUDY/étude de faisabilité 


((Training and Development)) A study undertaken to determine the 
possibility or probability of establishing or improving a system within 
specified restraints (for example, economic, technical, political). 


FEDERAL JURISDICTION/compétence fédérale 


((Staff Relations)) Authority of the federal government exercised over 
employees or employers in any enterprise of an interprovincial, national 
or international nature, such as air transport, broadcasting, banks, 
pipelines, railway, highway transport, shipping and grain elevators. 


Note: Generally speaking, all other enterprises fall within the 
jurisdiction of provincial or territorial governments. 


FEDERATION OF LABOUR/fédération des travailleurs 


((Staff Relations)) An allied group of unions in one or several 
industries, covering a geographical area, such as a district, province 
or country. An example of a national federation is the Canadian Labour 
Congress. National federations may join together to form confederations 
or international federations such as the International Confederation of 
Free Trade Unions (ICFTU). 


FIELD RESEARCH ALLOWANCE/indemnité de recherche sur le terrain 


((Compensation)) An allowance paid to employees when certain specified 
periods are spent in field research. 


FIELD SURVEY ALLOWANCE/indemnité d'enquêtes sur le terrain 


((Compensation)) Allowance paid to employees while carrying out various 
forms of survey, including both physical and informational. 
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FILL A POSITION/pourvoir à un poste 


((Staffing)) To take the necessary action to make an appointment to a 
position. 


FILL A VACANCY/pourvoir à un poste 


((Staffing)) To take the necessary action to make an appointment to a 
position. 


FINAL LEVEL/dernier palier 


((Classification)) The one and final level in a formal classification 
grievance where the administrative decision is final and binding on the 
employer and the employee. 


FINAL OFFER SELECTION/arbitrage des propositions finales 


((Staff Relations)) Used in the United States and more recently in 
Canada; usually after a predetermined period of unsuccessful 
negotiation, both sides put forward final offers, one of which an 
arbitrator or board of arbitrators must choose. 


Note: Not used in the federal Public Service. 


FIRE PICKET DUTY ALLOWANCE/allocation pour fonctions de protection 


incendie 


((Compensation)) Payment made to employees for performing fire picket 
duties in specified locations. 


FLEXIBLE WORK WEEK/horaire variable de travail 


((Staff Relations)) A system which provides workers with some freedom 
in deciding when they start and finish work subject to the attendance 
requirements and the requirement that they are present during certain 
‘core’ hours. 


Note: Known in the Public Service as "compressed work week" and 
defined as the ‘completion by an employee of his/her weekly 
hours of work in a period of other than five full days in each 
seven-day period’. 
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FLIGHT INSPECTION DUTIES ALLOWANCE/indemnité pour fonctions de vols 
d'inspection 


((Compensation)) A flying time allowance paid to employees who are 
required to perform flight inspections. 


FLOW CHART/diagramme de cheminement 


((Human Resource Planning)) A graphic representation which depicts 
sequences or logical ramifications. 


FLYING PAY/prime de vol 


((Compensation)) An allowance paid for flight calibration or 
magnetometer survey duties. 


FORECAST/prévision 


((Human Resource Planning)) A calculation, estimation or extrapolation 
of conditions or trends which is based on the analysis of available 
pertinent information. 


FORECASTING MODEL/modèle prévisionnel 


((Human Resource Planning)) A mathematical or other systematic model 
for projecting the demand for and/or supply of human resources. 


FOREIGN ASSIGNMENT EMPLOYEE/employé affecté à l'étranger 


((Foreign Service)) An employee who has made no commitment to serve 
abroad throughout the span of his/her career pursuant to a rotational 
pattern, but who serves an occasional assignment abroad which is in 
excess of six months, other than a training assignment. 


FOREIGN LANGUAGE ALLOWANCE/indemnité de langues étrangéres 
((Foreign Service)) An allowance paid to encourage an employee to 


achieve and retain proficiency in foreign languages which are required 
in the performance of his/her duties at a Post. 


Note: Foreign languages do not include English, French and the 
employee's mother tongue. 
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FOREIGN LANGUAGE INTERPRETER EXTRA DUTY PAY/rémunération supplémentaire 
versée aux interprétes de langues étrangéres 


((Compensation)) A payment made to employees who do not belong to the 
Translation group, and who are or may be designated by the Translation 
Bureau, Department of the Secretary of State, to act as foreign language 
interpreters. 


FOREIGN SERVICE PREMIUM/prime de service extérieur 


((Foreign Service)) A tax-free allowance provided as an incentive to 
foreign service. 


Note: The Foreign Service Premium is not a cost-of-living allowance. 


FORMAL TRAINING/formation officielle 


((Trainina and Development)) A training activity undertaken in response 
to a clearly identified need - governmental, organizational or 
individual - with specific, stated learning objectives; is formally 
structured and presented by an instructor or is of a formal, programmed 
instruction nature; and is distinct and separate from the individual's 
normal job. 


FRINGE BENEFITS/avantages sociaux 


((Staff Relations)) Non-wage benefits such as paid vacations, pensions, 
health and welfare provisions, life insurance, etc., the cost of which 
is borne in whole or in part by the employer. 


Note: Such benefits have accounted for an increasing percentage of 
worker income and labour costs in recent years and have thus 
become an important aspect of collective bargaining. 


FUEL AND UTILITIES ALLOWANCE/indemnité de combustible et de services 
publics 


((Compensation)) Assistance provided to employees located at isolated 
Posts to defray unusually high costs of fuel and utilities for their 
residences. 


FULL-TIME EMPLOYEE/employé à temps plein 
((Staffing)) A person appointed to the Public Service who is ordinarily 


required to work the standard number of hours per week prescribed by the 
relevant collective bargaining agreement or the employer, as applicable. 


38 


FUNCTIONAL TRAINING CENTRE/centre fonctionnel de formation 


NE 


((Training and Development)) Organization within a central or 
departmental program whose purpose is to further or support 
implementation of overall program requirements in all departments. 
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GEOGRAPHIC MOBILITY/mobilité géographique 


((Staffing)) Preparedness to relocate in another area. 


GEOGRAPHIC MOBILITY/mobilité géographique 


((Human Resource Planning)) The degree to which employees are willing 
and able to change geographic location. 


GEOGRAPHICAL ELEMENT/élément géographie 


((Staffing)) Factors governing the eligibility for consideration for 
appointment in the case of closed competitions expressed in terms of the 
location(s) of position(s) occupied by prospective candidates. 


GLOVE ALLOWANCE/indemnité de gants 

((Compensation)) An allowance paid to employees of certain groups to 
compensate for the purchase of protective work gloves. 

GOAL /but 

((Human Resource Planning)) A statement of specific results expected 
within a defined time interval and expressed wherever possible in 
measurable terms. 

GOODS/biens 


((Training and Development)) Include training equipment, aids, 
materials and supplies, printing, copyrights and rentals. 
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GOVERNMENT ACCOMMODATION/local du gouvernement 


((Compensation)) Sleeping accommodation provided in facilities owned or 
controlled by the Crown. 


GREEN CIRCLING/constat de sous-évaluation de poste 


((Classification)) The classification or conversion of a position 
resulting in a salary range higher than that already carried by the 
position. 


Note: Translation replaces «encerclement de vert». 


GRIEVANCE/grief 


((Staff Relations)) A complaint in writing presented in accordance with 
the Public Service Staff Relations Act by an employee on his/her own 
behalf or on behalf of himself/herself and one or more employees. 


Note: The Act defines the term "employee" with respect to 
grievances. 


GROUP SUB-ELEMENT/sous-élément du groupe 


((Staffing)) A means of expressing the occupational element (of the 
area of competition) in terms of the occupational groups, sub-groups and 
levels of the positions in which prospective candidates must be employed 
in order to be eligible for consideration for appointment. 


GUIDELINES/lignes directrices 


((Training and Development)) Non-mandatory recommendations identifying 
courses of action or alternative courses of action which would 
satisfactorily implement particular aspects of Treasury Board policies 
and directives. 


H 


HEADQUARTERS/bureau principal 


((Foreign Service)) Means the employee's normal place of duty in Canada 
as determined by the deputy head at the time the employee is assigned to 
duty outside Canada. 
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HEALTH AND SAFETY COMMITTEE/comité de santé et de sécurité 


((Staff Relations)) A committee composed of workers and management set 
up with the purpose of promoting a greater concern for improvement of 
health and safety in the workplace. 


HEALTH CARE TRAVEL/déplacement pour soins médicaux 


((Foreign Service)) Travelling and related expenses on behalf of 
employees and/or dependants at certain locations abroad where the 
Standards of medical care, treatment facilities or specialist services 
are inadequate in comparison with those in Canada, or where such travel 
is cost-effective. 


HEIGHT ALLOWANCE/prime de hauteur 


((Compensation)) An allowance paid to persons in the Ship Repair group 
while working above ground. 


HETEROGENEOUS GROUP/groupe hétérogène 


((Classification)) An occupational group comprising jobs or positions 
whose duties appear to be quite different but which can be evaluated 
with the same factors. 


HISTOGRAM/histogramme 
((Human Resource Planning)) A graphic representation of quantitative 


data, using connected bars of proportionate size to display statistical 
factors and their frequencies. 


HOLDING PAY/rémunération de retenue 

((Compensation)) The compensation where a position is reclassified to a 
group and/or level having lower rates of pay. 

HOLDING RATE/taux de retenue 

((Compensation)) The rate of pay applicable to an employee where, as a 
result of a reclassification or conversion to a group and level having a 


lower maximum rate of pay, there is no rate of pay equal to or greater 
than the employee's rate of pay in the former group and level. 
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HOMOGENEOUS GROUP/groupe homogène 


((Classification)) An occupational group comprising jobs or positions 
whose duties are quite similar and which can be evaluated accurately 
under a relatively simple classification plan. 


HORSE ALLOWANCE/indemnité de cheval 


((Compensation)) An allowance paid to employees of the General Labour 
and Trades group who are employed as pasture managers and pasture 
riders. 


HOURLY REMUNERATION/rémunération horaire 


((Compensation)) The rate of pay established by dividing the weekly 
rate of pay by the standard weekly hours of work in the case of 
employees paid at a weekly or annual rate. 


HOUSEHOLD EFFECTS/effets mobiliers 


((Compensation)) The furniture, household equipment and personal 
effects of an employee or appointee and dependants; does not include 
automobiles, livestock or pets. 


HOUSEHUNTING TRIP (HHT)/voyage à la recherche d'un logement (VRL) 


((Compensation)) Travel authorized for an employee and/or spouse to the 
new place of duty for the purpose of locating a new place of residence. 


HUMAN RESOURCE INFORMATION SYSTEM/systéme d'information sur les 
ressources humaines 


((Human Resource Planning)) A system designed to store and retrieve 


data on employees which supports analysis of the organization's work 
force. 


HUMAN RESOURCE MANAGEMENT/gestion des ressources humaines 


((Training and Development)) The planning, implementation and contro] 
of the activities necessary to ensure the acquisition and maintenance of 
a competent work force to achieve organizational objectives. 
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HUMAN RESOURCE MANAGEMENT/gestion des ressources humaines 


((Human Resource Planning)) Those activities necessary to ensure the 
effective acquisition and maintenance of a productive work force in 
keeping with organizational objectives. 


HUMAN RESOURCE MANAGEMENT STRATEGY/stratégie de gestion des ressources 


humaines 


((Human Resource Planning)) The means by which to achieve human 
resource management objectives. 


HUMAN RESOURCE MANAGEMENT SYSTEM/systéme de gestion des ressources 


humaines 


((Human Resource Planning)) A framework for integrating human resource 
issues with strategic, operational and work planning; for identifying 
its human resource management needs; and for systematically developing 
and controlling the implementation of plans to meet these needs. 


HUMAN RESOURCE PLANNING/planification des ressources humaines 


((Training and Development)) The process through which human resource 
issues contribute to program and operational decisions and through which 
human resource objectives and related activities are developed in order 
to acquire and maintain a competent work force to meet organizational 
objectives. 


HUMAN RESOURCE PLANNING/planification des ressources humaines 


((Human Resource Planning)) The process through which human resource 
issues contribute to strategic, operational and work planning decisions 
and through which human resource objectives, goals and activities are 
developed. 
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ILLEGAL STRIKE/grève illégale 
((Staff Relations)) A strike called in violation of the law. 


Note: Strikes are generally illegal when they occur as a result of a 
dispute over the interpretation of a collective agreement 
currently in force, when they occur before conciliation 
procedures have been complied with, or when certification 
proceedings are under way. 


IMMEDIATE ANNUITY/pension de retraite à jouissance immédiate 


((Compensation)) The benefit, payable for life in monthly amounts, to 
which a person becomes entitled with 5 or more vears' pensionable 
service and minimum age or health requirements. 


IMPACT ANALYSIS/analyse des répercussions 


((Human Resource Planning)) A study of actual or potential effects or 
influences. 


IMPERATIVE APPOINTMENT/nomination impérative 


((Staffing)) An appointment to a bilingual position for which persons 
must meet the language requirements upon appointment. 


IMPERATIVE STAFFING/dotation impérative 


((Staffing)) A course of action designed to appoint to a bilingual 
position a person who must meet the language requirements upon 
appointment. 


INCAPACITY/incapacité 


((Staffing)) The inability to perform assigned duties for reasons 
normally related to mental, physical or other factors. 
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INCENTIVE AWARD PLAN/régime des primes d'encouragement 


((Compensation)) The terms and conditions respecting the payment and 
granting of awards for suggestions, meritorious contributions, 
outstanding achievements and long service. 

Note: Plans covered include: 

Suggestion Award Program 

Merit Award Program 


a) 

b) 

c) Long Service Award Program 

d) Outstanding Achievement Award Program 


( 
( 
( 
( 


INCOMPETENCE/ incompétence 


((Staffing)) The inability to perform assigned duties for reasons 
normally related to deficiencies in qualifications. 
INCUMBENT/titulaire 


((Staffing)) The person who occupies a given position. 


INCUMBENT RIGHTS/droits de titulaire 


((Staffing)) The entitlement of certain employees to fulfil or not 
fulfil the revised language requirements of the positions they occupy. 


Note: This applies only to the context of official languages 
administration. 


INDETERMINATE APPOINTMENT/nomination pour une période indéterminée 


((Staffing)) An appointment for which the expected duration is not 
fixed. 


INDIGENOUS PEOPLE/autochtones 


((Human Resource Planning)) Persons who are Status/Non-status Indians, 
Métis and Inuit native of Canada. 
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INDIRECT COSTS/frais indirects 


((Training and Development)) The significant financial and human 
resource costs not directly applied to the budget of the organization 
reporting. Financial costs include such items as central services, 
maintenance, office accommodation, etc. Human resource costs are 
person-days borrowed from outside the reporting organization, including 
those borrowed from other public service departments, who have devoted 
significant time to training. 


INDUSTRIAL RELATIONS/relations industrielles 


((Staff Relations)) A broad term that may refer to relations between 
unions and management, unions themselves, management and government, 
unions and government, or between employers and unorganized employees. 


INJUNCTION/injonction 


((Staff Relations)) A court order restraining an employer or union from 
committing or engaging in certain acts. 


Note: An ex parte injunction is one in which the application for an 
injunction is made in the absence of the party affected. 


INMATE TRAINING DIFFERENTIAL/prime de formation des détenus 


((Compensation)) An allowance paid to certain groups of qualified 
employees of the Department of the Solicitor General and Canadian 
Penitentiary Service, whose duties are that of a vocational training 
instructor for inmate-students. 


INSTRUCTOR/moniteur 

((Training and Development)) A person whose job requires him/her, both 
on the job and in the classroom, to transfer knowledge, understanding or 
Skills in his/her area of technical expertise for a significant 
percentage of the time. 

INSTRUMENT OF APPOINTMENT/acte de nomination 

((Staffing)) A document required as the official recognition of an 


appointment which records details of that appointment including its 
effective date. 
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INSTRUMENT OF DELEGATION OF STAFFING AUTHORITY/instrument de délégation 
de pouvoirs en matière de dotation en personnel 


((Staffing)) A document whereby the Public Service Commission 
authorizes a deputy head to perform certain of its powers, functions and 
duties, subject to certain terms and conditions, and approves the 
delegation by the deputy head of these powers, functions and duties to 
certain persons within his/her jurisdiction. 


INTELLIGENCE TEST/test d'intelligence 

((Staffing)) A systematic procedure for measuring a person's mental 
Capacity. 

INTEREST DISPUTE/conflit d'intéréts 

((Staff Relations)) A dispute arising from the negotiation of a new 
collective agreement or the revision of an existing agreement on expiry. 
INTEREST TEST/test d'intéréts 

((Staffing)) A systematic procedure for measuring a person's vocational 
or avocational preferences, likes or dislikes. 

INTERNAL APPOINTMENT/nomination interne 

((Staffing)) An appointment of a person from within that part of the 
Public Service to which the Public Service Commission has the exclusive 
right and authority to appoint persons. 

INTERNAL RECRUITMENT/recrutement interne 

((Staffing)) A course of action designed to elicit applications from 
prospective candidates from within that part of the Public Service to 
which the Public Service Commission has the exclusive right and 
authority to appoint persons, for positions to be staffed. 
INTERVIEW/entrevue; entretien; interview 

((Staffing)) A discussion during which a selection board exchanges 


information with a candidate in order to determine the candidate's 
suitability for appointment. 
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INVENTORY/répertoire 


((Staffing)) An ordered record of information about persons, used to 
identify them for consideration for selection. 


INVENTORY, HUMAN RESOURCE/répertoire des ressources humaines 


((Human Resource Planning)) A collection of relevant data and 
information about persons for human resource management purposes. 


J 


JOB/emploi 


((Classification)) Either a unique position or a number of positions 
that are essentially similar and adequately described by one job 
description. 


JOB ANALYSIS/analyse d'un emploi 


((Classification)) The systematic collection, sorting, analysis and 
recording of data concerning: the duties and responsibilities of a job; 
the knowledge and ability required; the mental and physical demands; and 
the conditions under which the work is performed. 


JOB ANALYSIS SCHEDULE/formule d'analyse des emplois 


((Classification)) The document on which is recorded, in final form, 
all the significant information about the job and hence the 
authoritative source document for officers requiring knowledge of the 
job 


JOB DESCRIPTION/description d'emploi 


((Classification)) The description of the work to be performed in the 
job. 


Note: It commonly comprises the identification information, a 
summary of the duties stating the function and purpose of the 
job, a list of the duties identifying WHAT is done, WHY and 
HOW it is done, and the percentage of time devoted to each 
duty. 
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JOB ENRICHMENT/valorisation du travail 


((Staff Relations)) The attempt to make jobs more rewarding and less 
monotonous for the individual worker. 


Note: Procedures used may include job enlargement (including more 
responsibilities on the job), or job rotation (allowing the 
worker to move from one job to another at specific intervals). 


JOB EVALUATION/évaluation des emplois 


((Classification)) The complete operation of determining the value of 
the individual job in relation to the other jobs in the organization. 


JOB EVALUATION PLAN/plan d'évaluation d'un emploi 


((Classification)) That part of a classification standard which 
describes the factors and criteria used to determine the relative worth 
of azgobs 


JOB ROTATION/rotation d'emplois 


((Staff Relations)) Used as a means to provide variety and experience 
to employees while creating back-up potential for performance of 
individual jobs. 


JOB SECURITY/sécurité d'emploi 


((Staff Relations)) A worker's sense of having continuity of employment 
resulting from the possession of special skills, seniority or protection 
provided in a collective agreement against unforeseen technological 
change. 


JOB SPECIFICATION/définition d'emploi 


((Classification)) An illustration of position requirements in terms of 
the factors used in the relevant evaluation plan. 


JOBBING/assimilation de postes 


((Classification)) The combining of virtually identical positions for 
purposes of developing a single position description and/or 
classification. 
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JURISDICTIONAL DISPUTE/conflit de compétence 


((Staff Relations)) A conflict between two or more unions over the 
right of their membership to perform certain types of work. 


K 


KEY POSITION/poste clé 


((Human Resource Planning)) A position of major significance to the 
effectiveness of the organization. See CRITICAL POSITIONS. See 
CRITICAL OCCUPATIONS. 


KNOWLEDGE TEST/test de performance 


((Staffing)) A systematic procedure for measuring what a person has 
learned or attained in a given task(s) or function(s). 


E 


LABOUR COUNCIL/conseil du travail 


((Staff Relations)) Organization composed of locals of CLC-affiliated 
unions in a given community or district. 


LABOUR FORCE/population active 


((Human Resource Planning)) The population of persons of working age 
who are employed or who are actively seeking employment. 


LABOUR MARKET ANALYSIS/analyse du marché du travail 


((Human Resource Planning)) A systematic review of labour market 
conditions and interactions between supply and demand. 
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LABOUR TURNOVER/roulement de la main-d'oeuvre 


((Staff Relations)) Rate at which workers move into and out of 
employment, usually expressed as a percentage based on the number of 
employees leaving an organization during a certain time over the average 
number of employees in the organization during the same period. 


LABOUR-MANAGEMENT COMMITTEE/comité syndical-patronal 


((Staff Relations)) Any committee having representation from both 
management and labour; discussion subjects may include safety and 
health, productivity, quality of working life, training, etc. 


LANGUAGE PROFILE/profil linguistique 


((Staffing)) Coded representation of the language skills required in 
each official language as a second language with respect to a bilingual 
position. 


LANGUAGE REQUIREMENTS/exigences linguistiques 


((Staffing)) The need for a knowledge of the English language only, the 
French language only, either the English language or the French 
language, or both, in order to perform the duties and responsibilities 
of a position and, in the case of a bilingual position, the language 
skills necessary in each of the official languages as a second language. 


LANGUAGE STANDARD/norme linaguistique 


((Staffing)) A formalized description of the levels of linguistic 
proficiency for each language skill in each of the official languages as 
a second language, for the purposes of staffing bilingual positions. 


LANGUAGE TRAINING ENTITLEMENT/droit a cours de langue 


((Staffing)) The period of language training, at public expense, to 
which every eligible employee has a right. 


LATERAL TRANSFER/mutation latérale 


((Staffing)) The appointment of an employee to a position in the same 
occupational group (and sub-group) at the same level or to a position in 
any other occupational group (or sub-group) where the maximum rate of 
pay is the same as that of the position held by that person immediately 
prior to the appointment. 


pi 


LAY OFF (v.)/mettre en disponibilité 


((Staffing)) To terminate the employment of a person because of lack of 
work or the discontinuance of a function. 


LAYOFF/mise en disponibilité 


((Staffing)) The termination of employment of a person because of lack 
of work or the discontinuance of a function. 


Note: Also refers to a person whose employment has been terminated 
because of lack of work or the discontinuance of a function 
and who is considered suitable for appointment. 


LAYOFF RIGHT/droit d'employé mis en disponibilité 


((Staffing)) The entitlement to a priority consideration for 
appointment without competition to any appropriate position, and to 
eligibility to compete for positions as if the layoff had not occurred. 


LAYOFF STATUS/situation d'employé mis en disponibilité 


((Staffing)) The condition of a person who has been laid off and who 
enjoys layoff rights. 


LEASE LIABILITY/responsabilité relative au bail 


((Compensation)) Where an employee's principal residence is rented and, 
under the terms of a lease or other formal agreement, compensation to 
the landlord is required in order to terminate the lease (in the case of 
a relocation), the amount paid shall be reimbursed on presentation of 
the terms of the lease agreement and evidence of payment made. 


LEAVE/congé 


((Compensation)) Absence from duty, as provided by the applicable terms 
and conditions of employment. 


LEAVE FOR POST-ATTRIBUTABLE INJURY AND ILLNESS/congé pour cause de 
blessure ou de maladie attribuable a la mission 
((Foreign Service)) Any absence caused by an injury or illness that, as 


determined by the Department of National Health and Welfare, would not 
normally occur or is not endemic to Canada. 
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LEVEL/niveau 


((Classification)) The relevant ranking of a position within an 
occupational group or sub-group arrived at as a result of analysis and 
evaluation. 


LEVEL DESCRIPTION/description du niveau 


((Classification)) An analytical, non-quantitative method of sorting 
jobs of a single type into levels which have been previously determined 
and described. 


Note: In this method, a job is classified by comparing it with a 
predetermined standard or guide and it is assigned the level 
which best corresponds, on the whole, with its duties and 
responsibilities. 


LEVEL DETERMINANT/déterminant du niveau 


((Classification)) The criterion, listed in a classification standard 
of the grade or level description type, for determining the level of a 
job. 


LICENSING ALLOWANCE/indemnité de droits de licence 


((Compensation)) The payment of fees incurred in obtaining an annual 
medical examination as may be required to maintain validity of the Air 
Traffic Controller Licence of an employee. 


LIGHTKEEPERS' CHILDREN EDUCATION ALLOWANCE/indemnité d'études pour les 
enfants d'age scolaire des gardiens de phare 


((Compensation)) Education assistance paid with respect to school-aged 
children of lightkeepers. 


LIGHTKEEPERS' SUPPLEMENTARY ALLOWANCE/prime supplémentaire de gardiens 
de phare 


((Compensation)) An annual allowance paid to each lightkeeper in 1-, 
2-, 3-, or 4-person stations. 


LINGUISTIC PROFILE/profil linguistique 


((Staffing)) Coded representation of the language skills required in 
each official language as a second language with respect to a bilingual 
position. 
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LINGUISTIC STATUS/situation linguistique ( 


((Staffing)) A person's level of proficiency in one or both official 
languages. 


Note: Also refers to the identification of a position as unilingual 
English, unilingual French, bilingual, or either French or 
Enalashi 


LIVING COST DIFFERENTIAL/indemnité de vie chére 
((Compensation)) An allowance for employees at certain isolated Posts 


where abnormally high prices prevail for food, household operations, 
transportation, personal care, tobacco and alcoholic beverages. 


LIVING EXPENSE ALLOWANCE/indemnité de frais de subsistance 
((Compensation)) The expenses incurred for overnight accommodation, 
food, valet services, laundry, gratuities, local telephone calls, local 
transportation and other incidental expenses incurred while the employee 
or appointee is between settled residences. 


LOCAL OFFICE/bureau local 


((Staffing)) An office established to serve an area comprising a part 
but not the whole of Canada. 


LOCAL PREFERENCE/préférence locale 
((Staffing)) An entitlement to appointment before others, which may be 
accorded to persons whose names appear on the eligible list established 


as a result of an open competition and who reside in the area served by 
the local office in which the appointment is to be made. 


LOCALLY ENGAGED STAFF/personnel recruté localement 


((Staffing)) Persons recruited locally and engaged to work at Canadian 
overseas establishments. 


Note: Such persons are not employees under the Public Service 
Employment Act. 


( 
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LODGE AN APPEAL/interjeter appel; en appeler de; faire appel; se 
pourvoir en appel 


((Staffing)) To request that a board, established under paragraph 5(d) 
of the Public Service Employment Act, inquire into the circumstances of 
an appointment or proposed appointment from within the Public Service, 
or of a recommendation for release or demotion because of incompetence 
or incapacity. 


LONG-SERVICE AWARD/prime pour longs services 


((Compensation)) An award to provide recognition of all employees with 
a minimum of 25 years' faithful public service. 


LONG-SERVICE EMPLOYEE/employé justifiant de longs états de service 


((Staffing)) An employee who, at any time prior to April 6, 1966, had 
at least 10 years of continuous service in, and has, since that date, 
been continuously employed in one or more of the Public Service, the 
Canadian Armed Forces (regular), the Royal Canadian Mounted Police or 
other Crown organizations. 


Note: This applies only to official languages administration. 


M 


MANAGEMENT RIGHTS/prérogatives de l'employeur 


((Staff Relations)) These encompass those aspects of the employer's 
operations that do not require discussion with or concurrence by the 
union, or rights reserved to management which are not subject to 
collective bargaining. 


MARINE DISASTER ALLOWANCE/indemnité de sinistre maritime 
((Compensation)) Reimbursement to employees assigned to duty aboard 
ship for loss of clothing or personal effects because of marine 
disaster. 

MARKOV MODEL/modèle markovien 

((Human Resource Planning)) A mathematical forecasting model in which 


flows to higher levels result from the achievement of a specific 
standard (e.g., years of service, training), also known as a push model. 
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MEAL ALLOWANCE/indemnité de repas 


((Compensation)) A reimbursement up to a specific amount for meals 
during authorized overtime. 


MEALS AND QUARTERS/repas et logement 


((Compensation)) The provision, at certain qualifying locations, of 
food and lodging, or an allowance therefor, where such food and lodging 
are not provided by the employer. 


MEDICAL EXPENSE ADVANCE/avance pour frais médicaux 


((Foreign Service)) An advance to the employee for the purpose of 
paying medical expenses at locations outside Canada, and for which the 
employee may claim reimbursement under a surgical-medical or hospital 
plan or the Foreign Service Directives. 


MENTALLY DISABLED PERSON/personne handicapée mentale 


((Human Resource Planning)) A person whose learning or comprehension 
capacity is significantly less than that normally expected of someone of 
like age or experience, but who is capable of performing some tasks in a 
reliable manner with proper supervision. (PMM, Volume 4, Chapter 16) 


MERIT/mérite 


((Staffing)) In general terms, the worthiness of a person for 
appointment, as determined by the Public Service Commission. 


MERIT AWARD/prime au mérite 


((Compensation)) An award to provide management with a means of 
recognizing performance of an exceptional nature, beyond that which is 
required on the job. 


MERIT INCREASE/augmentation de traitement au mérite 


((Compensation)) Any increase granted to an employee in consideration 
of his or her performance, appraised on the basis of the criteria 
specified in the classification and pay standard approved by the 
Treasury Board Secretariat. 
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MERIT PRINCIPLE/principe du mérite 
((Staffing)) In general terms, an approach whereby persons are selected 


for appointment on the basis of their qualifications for the positions 
being staffed. 


MERIT SYSTEM/régime du mérite 


((Staffing)) A network of procedures and methods used to give effect to 
the merit principle within the context of the Public Service Employment 
Act. 


METEOROLOGICAL ALLOWANCE/indemnité pour fonctions de météorologie 


((Compensation)) An allowance paid to all lightkeepers who voluntarily 
make meteorological observations and perform other duties on behalf of 
the Department of the Environment. 


MILEAGE ALLOWANCE/indemnité de millage 


((Compensation)) Rate payable in cents per mile/kilometre for 
authorized official use of private cars. 


MINIMUM WAGE/salaire minimum 


((Staff Relations)) The rate of pay established by statute or by 
minimum wage order as the lowest wage that may be paid, whether for a 
particular type of work, to a particular class of workers or to any 
worker. 


MINISTER'S STAFF PRIORITY/priorité de membre de personnel de ministre 


((Staffing)) Entitlement to appointment before others and without 
competition, as stipulated by the legislation, accorded to certain 
persons employed in the office of a Minister. 


MOBILITY/mobilité 
((Human Resource Planning)) The capability or state of readiness of 


employees to change jobs in an organization. Also used in the sense of 
geographical or occupational mobility. 
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MOBILITY RATE/taux de mobilité 


((Human Resource Planning)) The number of employees who entered, 
changed jobs within or left an organization within a given timeframe, 
normally divided by the averaged strength and expressed as a percentage. 


MODEL ACCOUNTING SYSTEM/modéle de système comptable 


((Training and Development)) The two sub-systems used in accounting for 
the costs of public service training. The first sub-system records 
trainee time and related costs; the second records the organizational 
costs or the costs of providing training. The two sub-systems 
accumulate costs and revenues in accordance with a classification of 
training costs and revenue which is designed to reflect, where possible, 
the activity classification used to report government expenditures in 
the Estimates and the Public Accounts, and to accommodate the regular 
object of expenditure classification prescribed by the Treasury Board. 


MONITORING/suivi 


((Training and Development)) The ongoing and recurring review by the 
manager to ensure that activities and operations are being performed or 
are functioning as intended and are producing the desired results, 
either quantitatively, qualitatively or both. 


MOONLIGHTING/double emploi 


((Staff Relations)) The holding by a single individual of more than one 
paid job at the same time. 


MULTI-YEAR HUMAN RESOURCE PLAN/plan pluriannuel des ressources humaines 


((Human Resource Planning)) A synthesis of the key human resource 
action plans that a department intends to pursue over the multi-year 
operational planning period in support of approved programs and 
service-wide objectives and of related specific concerns that require 
central agency authorization or participation to resolve. 


MULTIPLE CONVERSION/transposition multiple 


((Classification)) Repeated conversion of one or more positions as a 
result of significant changes to the duties during the period between 
the effective conversion date and the time the conversion of the 

positions in a group is authorized by the Treasury Board Secretariat. 
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N 


NARRATIVE RATING PLAN/méthode de cotation narrative 


((Staffing)) An approach to the assessment of the qualifications of 
candidates in relation to the rated requirements (and desirable 
qualifications, where applicable) whereby the selection factors are 
gauged in terms of alpha scales and supported by written substantiation. 


NATIONAL JOINT COUNCIL/Conseil national mixte 


((Staff Relations)) The National Joint Council (NJC) of the Public 
Service of Canada is a consultative body created by Order in Council in 
1944. The purpose of the NJC is to promote the efficiency of the Public 
Service and the well-being of its employees by providing for regular 
consultation between the government, as the employer, and employee 
organizations certified as bargaining agents under the Public Service 
Staff Relations Act (PSSRA). 


Note: The NJC consults on many matters in respect of which it is 
most desirable to have the same policy throughout the whole of 
the Public Service - such matters as the Travel Directive, the 
Relocation Directive, Isolated Posts Directive, Commuting 
Assistance and Disability Insurance. 


NIGHT SCHOOL COMPENSATION/rémunération pour cours du soir 


((Compensation)) Compensation for teaching duties that are performed 
outside the authorized school hours and not part of the teacher's normal 
work program. 


NON-ACCOUNTABLE PAYMENT/versement non comptable 


((Compensation)) The prepayment of expenses which will be incurred as a 
result of the relocation of an employee. 


NON-APPEALABLE APPOINTMENT/nomination non susceptible d'appel 


((Staffing)) An appointment or proposed appointment not within the 
jurisdiction of an appeal board. 


NON-DELEGATED STAFFING ACTION/opération de dotation (en personnel) sans 
délégation 


((Staffing)) A staffing action for which the Public Service Commission 
has retained its exclusive right and authority. 
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NON-IMPERATIVE APPOINTMENT/nomination non impérative 


((Staffing)) An appointment to a bilingual position for which persons 
need not meet all of the language requirements upon appointment. 


NON-IMPERATIVE STAFFING/dotation non impérative 
((Staffing)) A course of action designed to appoint to a bilingual 


position a person who need not meet the language requirements upon 
appointment. 


NORMAL HEALTH CARE EXPENSES/frais de soins médicaux ordinaires 

((Foreign Service)) Reimbursement of the amount in excess of the amount 
permissible under the employee's Public Service Group Surgical-Medical 
Insurance Plan (GSMIP) for health care and drugs charges, including 
health care travel at some locations outside Canada. 

NOTICE OF COMPETITION/avis de concours 

((Staffing)) The announcement of a job opportunity for purposes of 


attracting prospective candidates. 


NUMERICAL RATING PLAN/méthode de cotation numérique 


((Staffing)) An approach to the assessment of the qualifications of 
candidates in relation to the rated requirements (and desirable 
qualifications, where applicable) whereby the selection factors are 
gauged in terms of point scales and supported by written substantiation. 


Ô 


OBJECT OF EXPENDITURE/article de dépense 


((Training and Development)) Identify the type of items on which 
expenditures are made. 


OBJECTIVE/objectif 
((Human Resource Planning)) A broad statement about what the 


organization wants to achieve and takes to be its particular 
responsibility (it is non-quantitative and timeless). 
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OCCUPATIONAL CATEGORY/catégorie professionnelle 


((Classification)) A broad series of job families characterized by the 
nature of the functions performed and the extent of academic 
preparations required. 


OCCUPATIONAL CERTIFICATION/certificat professionnel 


((Staffing)) The possession or eligibility for possession of 
credentials which constitutes official recognition of competence in a 
given occupation. 


OCCUPATIONAL ELEMENT/élément profession 


((Staffing)) Factors governing the eligibility for consideration for 
appointment in the case of closed competitions expressed in terms of the 
occupational nature and level of the positions in which prospective 
candidates must be employed. 


OCCUPATIONAL GROUP/groupe professionnel 


((Classification)) A category sub-division comprising similar kinds of 
work requiring similar skills. It often bears a relationship to an 
identifiable labour market outside the Service. 


OCCUPATIONAL GROUP STUDY/étude d'un groupe professionnel 


((Human Resource Planning)) The examination of an occupational group 
usually covering its population, functions, skills, basic membership 
characteristics and mobility. 


OFFER OF APPOINTMENT/offre de nomination 


((Staffing)) An invitation to a qualified person to accept an 
appointment subject to the attendant conditions. 


ON-JOB TRAINING/formation sur le tas 


((Training and Development)) Training within the work environment which 
is considered formal and reportable when it involves non-productive 
person-hours, is instructor-managed or computer-managed, uses equipment 
dedicated to training, has specific learning objectives to be achieved 
and has milestones to measure progress. Formal OJT is structured and 
supervised; specific resources are devoted to or consumed by the 
training, and the trainee within the work environment is relieved of his 
or her regular or normal duties. 
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ONE-ROOM SCHOOL ALLOWANCE/indemnité pour école à une classe 


((Compensation)) An annual allowance for teachers employed by the 
Department of Indian Affairs and Northern Development for being the only 
teacher in a one-room school. 


OPEN COMPETITION/concours public 


((Staffing)) A competition that is open to persons who are employed in 
the Public Service as well as to persons who are not so employed. 


ORDER-IN-COUNCIL APPOINTMENT/nomination par décret 
((Staffing)) An appointment made by the Governor in Council. 


ORGANIZATION CHART/organigramme 


((Classification)) A graphic presentation of the formal job 
interrelationships in an organization. 


ORGANIZATION DEVELOPMENT/développement organique 


((Training and Development)) A process which attempts, by using 
knowledge and techniques from the behavioural sciences, to increase 
organizational effectiveness by integrating individual desires for 
growth and development with organizational goals. Typically, this 
process is a planned change-effort which involves a total system over a 
period of time, and these change-efforts must be related to the 
organization's mission. 


ORGANIZATIONAL ASSESSMENT/évaluation organisationnelle 


((Human Resource Planning)) A process of identifying strengths and 
weaknesses within the organization which impact upon the organization's 
effectiveness. It involves the examination of characteristics and 
conditions in the organization which are often not easily quantified. 


ORGANIZATIONAL COSTS/frais de l'organisation 


((Training and Development)) The dollar value of human and financial 
resources utilized in the delivery of training programs including 
planning, administration, management, design, development, instructing, 
consulting, maintenance, support, evaluation, information systems, 
audit, reporting and publicity. 
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ORGANIZATIONAL DEVELOPMENT/développement organisationnel 


((Human Resource Planning)) A planned change to improve the 
Organization's effectiveness usually through human resource and 
behavioural science interventions. 


ORGANIZATIONAL ELEMENT/élément organisation 


((Staffing)) Factors governing the eligibility for consideration for 
appointment in the case of closed competitions expressed in terms of the 
work unit(s) in which prospective candidates must be employed. 


OUTSTANDING ACHIEVEMENT AWARD/prix pour services insignes 


((Compensation)) The highest award in the Public Service granted for 
outstanding achievements and consisting of a citation and an honorarium 
in the amount of $5,000. 


OVERBOOKING COMPENSATION PAYMENT/indemnité pour refus d'embarquement 


((Compensation)) A compensatory payment, made by the airline, where an 
employee, travelling on official business, is bumped from a flight. 


OVERTIME/heures supplémentaires 
((Compensation)) Authorized work performed in excess of the normal 


hours of work or on the normal days of rest, but not including work on a 
holiday. See COLLECTIVE AGREEMENT. 


OVERTIME COMPENSATION/rémunération des heures supplémentaires 


((Compensation)) Payment for authorized work performed in excess of the 
normal hours of work or on the normal days of rest. 


63 


P 


PART-TIME EMPLOYEE/employé à temps partiel 


((Staffing)) A person appointed to the Public Service who is ordinarily 
required to work less than the standard number of hours per week for the 
occupational group prescribed by the relevant collective bargaining 
agreement or the employer, as applicable. 


Note: Persons appointed to the Public Service who will not 
ordinarily work more than one-third of the normal period for 
persons doing similar work are excluded from the operation of 
the Public Service Employment Act. 


PAY ACTION/intervention de paye 


((Compensation)) Any input into the Personnel-Pay System for the 
purpose of personnel-pay administration. 


PAY INCREMENT PERIOD/période d'augmentation d'échelon 


((Compensation)) The period between successive pay increments. 


PENOLOGICAL FACTOR ALLOWANCE/indemnité de facteur pénologique 


((Compensation)) An allowance for employees who work in penitentiaries, 
with the exception of persons who are classified in the Correctional 
(CX) occupational group, and who are exposed, because of duties assigned 
to them, to immediate hazards of physical injury by assault and/or other 
disagreeable conditions. 


PERFORMANCE IMPROVEMENT/amélioration du rendement 

((Training and Development)) The action taken in response to 
measurements which identify ways of improving the economic use of human 
and financial resources. 


PERFORMANCE PAY/rémunération au rendement 


((Compensation)) Pay based upon the employee's assessed level of 
performance. 


PERFORMANCE PAY PLAN/régime de rémunération fondée sur le rendement 


((Compensation)) A pay plan whereby increases in salary are directly 
related to the employee's assessed level of performance. 
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PERFORMANCE REVIEW (EMPLOYEE)/examen du rendement (de l'employé) 


((Human Resource Planning)) Has two different forms - one is the 
informal/oral or written communication that takes place on an ongoing or 
continuous basis; the other results in a written report that is prepared 
on an annual basis. 


Performance review in the ongoing sense is a process by which a 
Supervisor and an employee consider, through active and frequent 
communication, the duties assigned to the employee, the resultant 
performance and/or achievement expected by the supervisor and the 
results actually being achieved. The daily interaction between the 
employees and the supervisor relating to the assigned duties (be it oral 
or written) is the forum for ongoing performance review. It is 
concerned with maintaining or improving employee work performance and 
two-way communication and with contributing to both personal development 
and satisfaction through regular feedback. 


The written performance review summarizes ongoing review processes and 
forms part of the performance review and appraisal report. (PMM, 
Volume 4, Chapter 1) 


PERFORMANCE REVIEW AND APPRAISAL REPORT/rapport d'évaluation et examen 
du rendement 


((Human Resource Planning)) A written report on an employee which is 
compiled at least annually. It includes both the written performance 
review and the employee appraisal. Its purpose is to provide a written 
account which reflects what has taken place during the review period and 
as well, what possibilities and opportunities the future holds for the 
employee. More specifically, the performance review section of the 
report is the assessment of the performance and the achievements of the 
employee in relation to the assigned duties during the review period. 
The employee appraisal section of the report identifies those factors 
which should be considered in the overall effectiveness of the employee 
in his/her present position, and for future positions. (PMM, Volume 4, 
Chapter 1) 


PERFORMANCE SPECIFICATION/précisions concernant le rendement 


((Training and Development)) The minimum standards of performance 
required on the job. 


PERFORMANCE STANDARD/norme de rendement 


((Human Resource Planning)) An approved level of performance defined in 
qualitative and quantitative terms. 
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PERIOD OF TEMPORARY DUTY/période de service temporaire 


((Foreiqn Service)) The time spent by an employee on official duty at a 
place outside the area normally serviced by the Post where he/she is 
stationed, and includes travelling time from the Post to the place of 
temporary duty and return. 


PERMANENT POSTER/affiche permanente 


((Staffing)) A document containing standard employment information 
which is common to many closed competitions and which is designed for 
continuous display in conjunction with individual notices of 
competition. 


Note: This document is officially titled "Staffing Information for 
Employees". 


PERSONALITY TEST/test de personnalité 


((Staffing)) A systematic procedure for measuring the dynamic organi- 
zation within a person of those psycho-physical characteristics that 
determine an individual's unique adjustment to the environment. 


PERSONNEL ACTION/intervention du Personnel 


((Staffing)) Any action pertaining to personnel administration. 


PHYSICALLY DISABLED PERSON/personne handicapée physique 


((Human Resource Planning)) A person whose permanent physical 
disability, infirmity, malformation or disfigurement caused by bodily 
injury, birth defect or illness creates problems in finding employment 
that would not be encountered by a person of equivalent potential 
competence without the disability. Without limiting the generality of 
the foregoing definition, physically handicapped includes epilepsy, any 
degree of paralysis, amputation, lack of physical coordination, 
blindness or visual impediment, deafness or hearing impediment, muteness 
or speech impediment and physical reliance on a seeing eye dog or on a 
wheelchair or other remedial appliance or device. (PMM, Volume 4, 
Chapter 16) 
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PICKETING/piquetage 


((Staff Relations)) Patrolling near the employer's place of business by 
union members (pickets) to publicize the existence of a labour dispute, 
persuade workers to join a strike or join the union, discourage 
customers/public from buying or using the employer's goods or services, 
GC. 


PLACE OF DUTY/lieu de travail 


((Foreign Service)) Refers to a location in Canada or a Post abroad at 
or from which the employee ordinarily performs his/her duties, and 
includes any area which, according to local custom, is within commuting 
distance of the place of duty. 


POINT BOUNDARY/fourchette des points 


((Classification)) The minimum or maximum number of points required for 
a particular classification level within a given rating system. 


POINT RATING/cotation numérique 


((Classification)) A quantitative method of job evaluation in which the 
duties and demands of a job are compared factor by factor with a 
predetermined scale of defined factor degrees which have been assigned 
numerical values. 


Note: The sum of the individual factor ratings establishes the level 
of the position. 


POINT SCALE/échelle de cotation numérique 


((Staffing)) A grading system using numbers used in the assessment of 
candidates against rated requirements. 


POLICY/politique 


((Training and Development)) A statement of the objectives the Public 
Service intends to achieve through training. 


POSITION/poste 


((Classification)) An aggregation of duties and responsibilities that 
can be discharged by one individual. 
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POSITION ANALYSIS SCHEDULE/formule d'analyse des emplois 


((Classification)) The document on which is recorded, in final form, 
all the significant information about the job and hence the 
authoritative source document for officers requiring knowledge of the 
job. 


POSITION DESCRIPTION/description de poste 


((Classification)) The description of the work to be performed in the 
job. 


Note: It commonly comprises the identification information, a 
summary of the duties stating the function and purpose of the 
job, a list of the duties identifying WHAT is done, WHY and 
HOW it is done, and the percentage of time devoted to each 
duty. 


POSITION NUMBER/numéro de poste 

((Classification)) A unique number assigned to each organizational 
position in a department or agency and which is usually used as a 
classification decision number. 


POST/mission 


((Foreign Service)) Means a city, community or other geographic 
locality in which a "Post" is situated. 


Note: Post, with a capital P, also means an office of a department 
outside Canada. 
POST DIFFERENTIAL ALLOWANCE/indemnité différentielle de mission 


((Foreign Service)) An allowance payable in recognition of undesirable 
conditions existing at certain Posts. 


POST TRANSPORTATION/moyen de transport à la mission 
((Foreign Service)) Crown-held automobiles available to employees on a 


cost-sharing basis for their personal use at certain Posts where car 
Shipment is not authorized. 
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POST-SECONDARY RECRUITMENT/recrutement postsecondaire 


((Staffing)) A course of action designed to elicit applications from 
prospective candidates who are students or recent graduates of 
post-secondary educational institutions. 


POSTING LOAN/prêt d'affectation 


((Foreign Service)) A loan at a rate of interest that would not 
otherwise be available to an employee through commercial channels. 


Note: The loan is granted for the purpose of purchasing items, 
including clothing, for the employee's use at the Post. 


PRE-AUTHORIZATION/autorisation préalable 


((Training and Development)) (Of employee participation in training 
activities). The recording of a decision by the responsible manager 
that training is the best solution to an identified problem. 


PRE-EMPLOYMENT MEDICAL EXAMINATION/examen médical préalable à l'emploi 


((Staffing)) A test administered prior to appointment in certain 
instances to ensure that the proposed appointee is medically fit to 
perform the duties of the position. 


PRE-POSTING MEDICAL/examen médical avant l'affectation 


((Foreign Service)) An examination as prescribed by the Department of 
National Health and Welfare which is administered prior to assignment 
outside Canada to ensure that the employee and his/her dependants are 
medically fit for service abroad. 


PRE-QUALIFICATION/évaluation préalable des qualités 


((Staffing)) An assessment of applicants' qualifications for inventory 
and referral purposes which is above and beyond the consideration of the 
minimum qualifications required for entry into an occupational group or 
sub-group. 


PRE-QUALIFY/procéder à l'évaluation préalable des qualités 


((Staffing)) To assess an applicant's qualifications for inventory and 
referral purposes which is above and beyond the consideration of the 
minimum qualifications required for entry into an occupational group or 
sub-group. 
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PREMIUM PAY/prime 


((Staff Relations)) A wage rate higher than straight time, payable for 
overtime work, work on holidays or scheduled days off, etc., or for work 
under extraordinary conditions such as dangerous, dirty or unpleasant 
work. 


PRIME USER/ministére employeur principal 


((Staffing)) A designation by the Public Service Commission, accorded 
to departments which are major users of an occupational group, which 
allows such departments to perform external recruitment functions 
normally performed on their behalf by the Public Service Commission for 
the occupational group or sub-group specified. 


PRINCIPAL'S ALLOWANCE/indemnité de directeur d'école 


((Compensation)) An allowance paid to the principal of a school for 
administrative and supervisory responsibilities. 


PRIORITY/priorité 


((Staffing)) Entitlement to appointment or consideration for 
appointment before others and without competition. 


PRIORITY CLEARANCE/autorisation en matiére de priorités 


((Staffing)) Authorization to proceed with the staffing of a position 
once persons with priority entitlement have been duly considered. 


PRIORITY CLEARANCE NUMBER/numéro d'autorisation en matière de priorités 


((Staffing)) A number indicating that the requirements of the priority 
clearance system have been met. 


PRIORITY CLEARANCE SYSTEM/régime d'autorisation en matière de priorités 
((Staffing)) A network of procedures established to ensure that persons 


with priority entitlement are duly considered for appointment before 
others. 
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PRIORITY PERSON/bénéficiaire de priorité 


((Staffing)) A person who is entitled to appointment or consideration 
for appointment before others and without competition, as stipulated 
either by legislation or by Public Service Commission policy. 


PROBATION/stage 


((Staffing)) A trial of an employee's capabilities and competence to 
fulfil the requirements of the position through the performance of 
duties and responsibilities for a designated period immediately 
following the appointment. 


PROBATIONARY PERIOD/stage probatoire 


((Staffing)) The interval of time immediately following appointment 
during which an employee's capabilities and competence to fulfil the 
requirements of the position are evaluated through his/her performance 
of the duties and responsibilities of that position. 


PROGRAM/programme 


((Training and Development)) A group of related activities designed to 
achieve specific departmental or public service objectives. 


PROGRAM CYCLE/cycle des programmes 


((Training and Development)) The systematic and uniform approach to the 
development, implementation and evaluation of public service training 
plans. 


PROJECT PHASES/phases du projet 


((Training and Development)) Elements of a project identified 
separately for costing and control purposes. 


PROMOTION/promotion 


((Compensation)) An appointment where the maximum pay rate for the new 
position exceeds that for the substantive position by: 


(a) an amount equal to the lowest pay increment for the new position 
(where there is a scale of rates); or 


(b) an amount equal to 4 per cent of the maximum rate of the new 
position (where there is only one rate). 
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PROMOTION/promotion 


((Staffing)) Appointment in the same group (and sub-group) at a level 
higher than that of the former appointment or to a position in any other 
occupational group (or sub-group) for which the maximum rate of pay is 
greater than the maximum rate of pay for the former position. 


PUBLIC SERVICE/fonction publique 


((Staffing)) The aggregate of positions in or under any department or 
other portion of the Public Service of Canada listed in Schedule I of 
the Public Service Staff Relations Act. 


Note: The Public Service Commission has the exclusive right and 
authority to appoint persons to a major element of this, 
generally following the listing in Part I of said Schedule I. 


PUBLIC SERVICE STAFF RELATIONS BOARD/Commission des relations de travail 
dans la Fonction publique 


((Staff Relations)) The board that is established under section 11 of 
the Public Service Staff Relations Act. 

PULL FLOW/renouvellement naturel 

((Human Resource Planning)) The upward movement of employees used in 
vacancy or renewal models to show the flow to higher levels caused by 
vacancies. 

PURPOSE OF TRAINING/objectifs de la formation 

((Training and Development)) The reason for undertaking training. 


Training policy recognizes six purposes of training. 


PUSH FLOW/renouvellement encouragé 
((Human Resource Planning)) The upward movement of employees used in 


Markov models to show the flow to higher levels resulting from the 
achievement of a specific standard (e.g., years of service, training). 
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QUALIFICATION/titres de compétence; titres et qualités; conditions de 
candidature; qualifications; aualités requises 


((Staffing)) Any training, ability, knowledge, accomplishment or 
personal attribute that is essential or desirable for the performance of 
the duties and responsibilities of a position. 


QUALIFIED WORK SITE/lieu de travail admissible 


((Compensation)) One that is not served by adequate public 
transportation and is situated more than ten road miles from the nearest 
Suitable residential community. 


Note: This interpretation is made under the "commuting assistance" 
policy. 


QUALITY OF WORKING LIFE/qualité de la vie au travail 


((Staff Relations)) A process in which employees participate as equal 
partners in the restructuring of work and organizations to make the work 
more satisfying and thereby increase the efficiency of the workplace. 


QUALITY OF WORKING LIFE/qualité de la vie au travail 


((Human Resource Planning)) A joint union-management process or an 
approach for work organization that enables employees to participate 
actively in shaping the organization's environment, methods and outputs 
with a view to enhancing the effectiveness of the organization and 
employee-employer relationships, and improving the quality of life at 
work for employees. The initiatives of Quality of Working Life (QWL) 
seek to create a workplace and a work environment in which employees 
share in the process of determining the best means of performing the 
work and the manner in which the organization's goals are achieved. 
(PMM, Volume 4, Chapter 19) 


R 


RADIO EQUIPMENT ALLOWANCE/indemnité pour entretien de matériel radio 


((Compensation)) An allowance for employees in the Radio Operations 
group who are required to perform maintenance duties in addition to the 
duties of the employee's position. 
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RAIDING/maraudage 

((Staff Relations)) An attempt by one union to induce members of 
another union to defect and join its ranks. 

RAND FORMULA/ formule Rand 

((Staff Relations)) A provision of a collective agreement stating that 
non-union employees in the bargaining unit must pay the union a sum 
equal to union fees as a condition of continuing employment. Non-union 
workers are not, however, required to join the union. 


RANK (v.)/classer 


((Staffing)) To arrange candidates found qualified in a competition 
according to the order of merit. 


RANK AND FILE/syndiqués de la base 

((Staff Relations)) Individual union members who have no special status 
either as officers or shop stewards. 

RANKING/classement 

((Staffing)) The arrangement, in order of merit, of candidates found 


qualified in a competition. 


RANKING METHOD/méthode de rangement 


((Classification)) A job evaluation system in which the relative value 
of each job in the organization is examined, ranked and placed in a 
scale or serial order. 


RATER/noteur 


((Classification)) A person qualified to evaluate jobs. 


RATES REQUIREMENT/exigence cotée 


((Staffing)) An essential qualification used in the assessment and 
ranking of candidates. 
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RATIFICATION/ratification 

((Staff Relations)) Formal approval of a newly negotiated agreement by 
vote of the union members affected. 

RATING/cotation; notation 

((Staffing)) The process of assessing the qualifications of candidates 
against the requirements of positions for the purpose of determining 
merit. 


RATING BOARD/comité de cotation 


((Classification)) A committee convened to evaluate a position(s). 


RATING COMMITTEE/comité de cotation 


((Classification)) A committee convened to evaluate a position(s). 


RATING SCALE/échelle de cotation 


((Classification)) A scale which identifies the degrees of significant 
difference within a factor of a classification plan. 


REAL WAGES/salaire réel 
((Staff Relations)) The actual purchasing power of wages. 


Note: Often computed by dividing money wages by the cost-of-living 
index. Example: if money wages increase from $1.00 to $1.25 
an hour, but the cost-of-living index also increases by 25 per 
cent, real wages have remained constant. It is by looking at 
the changes in real wages that changes in living standards can 
be observed. 


REAPPOINTMENT OF TERM/prorogation de période déterminée 


((Staffing)) The appointment of a specified period employee for an 
additional, contiguous, specified period of time. 


Note: PSC statistics do not include certain employees appointed for 
specified periods of less than six months. 
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RECALL FROM VACATION REIMBURSEMENT/remboursement des dépenses relatives 
au rappel de vacances 


((Compensation)) Reimbursement to employees for reasonable expenses 
incurred in proceeding to the place of duty and returning to the 
location from which the employee was recalled from vacation. 


RECENT GRADUATE/diplômé récent 


((Staffing)) A graduate of a post-secondary institution who graduates 
within the calendar year or who has graduated in a prior year and whose 
directly related working experience does not exceed twelve months, 
exclusive of directly related working experience such as summer work, 
co-operative work terms or part-time work acquired while attending a 
post-secondary institution. 


RECLASSIFICATION/reclassification 

((Classification)) A re-evaluation of a job for purposes of 
establishing an appropriate point rating, following changes made in the 
duties or as a result of organizational changes. 
RECOGNITION/reconnaissance 

((Staff Relations)) Employer acceptance of a union as the exclusive 
bargaining representative for the employees in the bargaining unit. 
RECRUITMENT/recrutement 

((Staffing)) A course of action designed to elicit applications from 
prospective candidates for positions to be staffed. 

RECRUITMENT LEVEL/niveau de recrutement; niveau d'entrée 

((Staffing)) The level(s) in an occupational group or sub-group at 


which initial appointments are normally made as a result of recruitment 
from outside the Public Service. 


RED CIRCLING/constat de surévaluation de poste 


((Classification)) Identification of a salary rate or range lower than 
that applicable to a position prior to its reclassification or 
conversion. 


Note: Translation replaces «encerclement de rouge). 
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REFER/présenter 


((Staffing)) To present possibly qualified candidates identified 
through an inventory for consideration for vacancies. 


REFERENCE CHECK/contrôle des références 


((Staffing)) The consultation with a third party to ascertain or verify 
information about a candidate's qualifications and/or other consider- 
ations relative to employment. 


REFERRAL/présentation 


((Staffing)) The presentation of possibly qualified candidates 
identified through an inventory for consideration for vacancies. 


REGISTRATION FEES ALLOWANCE/indemnité de droits d'inscription 


((Compensation)) Reimbursement to employees for membership or 
registration fees, except union dues, paid to an organization or 
governing body, when payment of such fees is a requirement for the 
continuation of the performance of the duties of the employee's 
position. 


REGRESSION MODEL/modéle de régression 


((Human Resource Planning)) A mathematical model for analyzing the 
relationship between two or more variables, used in trend analysis. 


REIMBURSEMENT FOR TRAINING OUTSIDE NORMAL WORKING HOURS/remboursement 
des frais de la formation recue en dehors des heures normales de travail 


((Compensation)) Reimbursement for approved correspondence courses and 
other training which takes place outside normal working hours. 


REJECT (v.)/renvoyer en cours de stage 


((Staffing)) To terminate the employment of an employee for cause 
during the probationary period. 


REJECTION ON PROBATION/renvoi en cours de stade 


((Staffina)) The termination of the employment of an employee for cause 
during the probationary period. 
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RELEASE (n.)/renvoi 


((Staffing)) The termination by the Public Service Commission of the 
employment of a person for reasons of incompetence or incapacity. 


RELEASE (v.)/renvoyer 


((Staffing)) To terminate the employment of a person for reasons of 
incompetence or incapacity, as authorized by the Public Service 
Commission. 


RELOCATION/réinstal lation 


((Compensation)) The authorized geographic move of an employee from one 
place of duty to another place of duty, or the authorized move of an 
appointee from his/her place of residence to his/her first place of duty 
on appointment to a position in the Public Service. 


RELOCATION EXPENSES/frais de réinstallation 


((Compensation)) The actual and reasonable expenses incurred during the 
course of an employee's relocation; includes a househunting trip, 
travelling expenses and living expenses. 


RENEWAL MODEL/modéle de renouvellement 


((Human Resource Planning)) A mathematical forecasting model that 
calculates future vacancies from growth and turnover and provides a 
basis for plans to fill those vacancies. Also known as a sequence model 
or pull model. 


RENT CEILING/loyer maximal 


((Foreign Service)) Means the maximum amount established for each Post 
by the employer which represents the maximum actual rent payable to the 
employee for living accommodation at that Post, having regard to the 
employee's salary, household size, type of accommodation (i.e., 
furnished or unfurnished), and program requirements to extend 
substantial official hospitality at home. 
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RENT IN ADVANCE OF THE MOVE/loyer versé avant le déménagement 


((Compensation)) When an employee authorized to relocate finds rental 
accommodation at the new place of duty but, in order to hold it, is 
required to pay rent before reporting for duty, the employee may be 
reimbursed up to one month's rent for such accommodation, provided that 
the employer is satisfied the arrangement was reasonable and justifiable 
under the circumstances. 


REOPENER/clause de réouverture 


((Staff Relations)) A provision in a collective agreement which permits 
either side to reopen the contract at a specific time, or under special 
circumstances, prior to its expiration, in order to bargain on stated 
Subjects. 


REPLACEMENT PLANNING/planification du remplacement 


((Human Resource Planning)) The process by which management reviews its 
positions and incumbents, identifies the internal availability of 
replacement candidates for these positions, internal appointments, 
external recruitment, training and development needs and other options. 
Succession planning is a component of replacement planning. 


REPORT ON STAFFING TRANSACTION/rapport d'opération de dotation 


((Staffing)) A document used to record and convey particulars of an 
appointment and which normally constitutes the instrument of appoint- 
ment. 


Note: Abbreviation is ROST. 


REPORTABLE TRAINING/formation a déclarer 


((Training and Development)) An administrative definition of training 
for authorizing and recording purposes. Training is reportable when it 
is formal; when the trainee's status is that of an indeterminate or term 
employee, or an inductee on conditional appointment; when the trainee is 
the dependant of an employee; or when the trainee is employed in any 
capacity to carry out assignments for the Public Service; when the total 
cumulative length of training is one day or more, including transit 
time; or when the employer assumes the cost in wages or direct costs 
(during or outside working hours or both). 
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REPORTING PAY/indemnité de présence 


((Staff Relations)) Guaranteed hours of pay to a worker who reports for 
work and finds there is insufficient work for him to do. 


REPRESENTATION RATE/taux de représentation 


((Human Resource Planninag)) The proportion of the total population 
which is made up of members of a sub-population, usually expressed as a 
percentage. 

RESIDUAL RIGHTS/droits résiduaires 

((Staff Relations)) Those rights not spelled out in a collective 
agreement, generally considered to be management rights. 
RESIGN/démissionner 

((Staffing)) To terminate one's employment voluntarily through written 
notice and acceptance. 

RESIGNATION/démission 

((Compensation)) Voluntary cessation of employment by an employee, 
other than at the end of a specified time. 

RESIGNATION/démission 


((Staffing)) An employee's voluntary termination of employment, 
expressed and accepted in writing. 


RESOURCING STRATEGIES/stratégies de ressourcement 


((Human Resource Planning)) The means by which management plans to 
acquire and maintain the required strength of the organization's work 
force. 


RESPONSIBILITY ALLOWANCE/indemnité pour supplément de responsabilité 


((Compensation)) An allowance paid, at certain hospitals, to employees 
classified in the Nursing group where regular duties of the position 
include the duties of Assistant Director of Nursing on a continuing 
basis. 
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RESPONSIBILITY CENTRE/centre de responsabilité 


((Training and Development)) Organizational unit to which budgetary and 
spending authority are delegated. 


RESPONSIBLE STAFFING OFFICER/agent de dotation responsable 


((Staffing)) An employee who is accountable for the conduct of a 
particular staffing action. 


Note: Abbreviation is RSO. 


REST PERIOD/période de repos 


((Staff Relations)) Specified short period during which workers are 
allowed to cease work. 
RETIREMENT/retraite 


((Compensation)) Voluntary or compulsory separation from employment 
with entitlement to an immediate annuity, i.e.: 


(a) at age 60 or over, with 5 or more years of contributory service; 
(b) at age 55, with 30 or more years of contributory service; 


(c) on health grounds, with 5 or more years of contributory service. 


RETIREMENT/retraite 


((Staff Relations)) Permanent withdrawal from the labour force. 
Delayed retirement is withdrawal after the normal retirement date, 
usually with the consent or at the request of the employer. Disability 
retirement is withdrawal before the normal retirement age because of 
physical incapacity. Early retirement is withdrawal before the normal 
retirement date. 


RETROACTIVE PAY/salaire rétroactif 


((Compensation)) Compensation resulting from a wage adjustment with the 
effective date prior to the date of authorization. 
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REVENUES/recettes 


((Training and Development)) Receipts received from federal government 
departments and other than federal government departments which 
represent reimbursement of expenditures incurred in the provision of 
training. 


REVOCATION/révocation 


((Staffing)) The annulment by the Public Service Commission of an 
appointment which has been made. 


REVOKE (v.)/révoquer 


((Staffina)) To annul an appointment which has been made, as authorized 
by the Public Service Commission. 


RIGHT OF APPEAL/droit d'appel 


((Staffing)) The entitlement to have an appointment or proposed 
appointment from within the Public Service, or a recommendation for 
release or demotion because of incompetence or incapacity inquired into 
by an appeal board. 


RIGHTS DISPUTE/conflit de droits 
((Staff Relations)) A dispute arising from the interpretation or 


application of one or more of the provisions of an existing collective 
agreement. 
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SAFE STORAGE EXPENSE BENEFIT/indemnité d'entreposage en lieu sir 


((Foreign Service)) An amount to provide reasonable protection against 
the risk of burglary or unlawful entry where an employee leaves a Post 
temporarily and his/her living accommodation is unoccupied. 
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SALARY EQUALIZATION/péréquation du traitement 


((Foreign Service)) Periodic adjustments to an employee's disposable 
income at the Post to provide the employee with purchasing power 
comparable to that which he/she would have enjoyed with similar 
remuneration in Ottawa. 


SALARY REVISION/révision de salaire 

((Compensation)) A change in the authorized rate or rates of pay 
applying to an occupational group. 

SCENARIO/scénario 

((Human Resource Planning)) A possible set or sequence of future 
conditions or events normally associated with forecasting or modelling. 
SCHOOL HOLIDAY MAINTENANCE/entretien durant les vacances scolaires 
((Foreign Service)) Compensation to an employee for the costs of 
maintaining, during a school holiday recess, a dependent student who is 


attending an educational institution away from the Post at the primary 
and/or secondary level. 


SCREEN IN (v.)/présélectionner 


((Staffing)) To accept a person for consideration against rated 
requirements. 


SCREEN OUT (v.)/éliminer à la présélection 


((Staffing)) To eliminate a person from consideration against rated 
requirements. 


SCREENING BOARD/jury de présélection; jury préléminaire; jury 
éliminatoire 
((Staffina)) The person or persons who conduct(s) that part of a 


staffing process designed to identify those persons whose qualifications 
will be assessed against rated requirements. 
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SCREENING PROCESS/présélection 


((Staffing)) That part of a staffing process designed to identify those 
persons whose qualifications will be assessed against rated 
requirements. 


SEA DUTY ALLOWANCE/indemnité de service en mer 


((Compensation)) An allowance paid to certain groups of employees when 
they are assigned to work aboard a ship at sea. 


SEA TRIALS ALLOWANCE/indemnité de navigation d'essais en mer 


((Compensation)) An allowance paid to certain groups of employees when 
they are required to proceed to sea aboard an HMC ship, auxiliary vessel 
or yardcraft for the purpose of conducting trials, repairing defects or 
dumping ammunition. 


SEASONAL APPOINTMENT/nomination d'un employé saisonnier 


((Staffing)) The appointment of a person to work during one or more 
specified portions of each year. 


SEASONAL EMPLOYEE/employé saisonnier 


((Staffing)) A person appointed to work during one or more specified 
portions of each year. 


SEASONAL EMPLOYMENT/emploi saisonnier 


((Staff Relations)) Employment during a specified period of the vear 
that is due to the seasonal nature of the work. 


Note: Agricultural workers, lumber workers and some construction 
workers are unemployed for a period of time each year because 
of weather conditions. 

SECONDMENT /détachement 

((Staffing)) The assignment of a person, usually to another 


organization either within or without the Public Service, which does not 
affect the person's appointment status. 
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SECURITY CLEARANCE/autorisation sécuritaire 


((Staffing)) Certification required by the deputy head in respect of 
candidates to be appointed to certain positions involving the handling 
of classified material relevant to the safety and security of Canada. 


SECURITY DEPOSIT ADVANCE/avance pour dépôt de garantie 


((Foreign Service)) Financial assistance in the form of an advance 
provided to the employee to cover a security deposit to a lessor, agency 
or firm in order to acquire essential housing, household furniture and 
equipment. 


SECURITY DUTY ALLOWANCE/indemnité pour fonctions de sécurité 


((Compensation)) An allowance paid to certain groups of employees when 
they are required to perform security duties. 


SELECTION BOARD/jury de sélection 


((Staffina)) The person or persons who assess(es) and rank(s) 
candidates in terms of their qualifications for appointment. 


SELECTION FACTOR/facteur de sélection 


((Staffing)) A component of essential qualifications which sets out the 
type of qualifications used in the selection process. 


SELECTION PLAN/plan de sélection 


((Staffing)) The appropriate selection standard for a group with 
instructions for adapting it to the requirements of individual positions 
in the form of a statement of qualifications and a selection rating 
guide. 


SELECTION PROCESS/sélection; processus de sélection; procédé de 
sélection; mode de sélection 


((Staffing)) A course of action designed to identify a qualified person 
for appointment. 
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SELECTION RATING GUIDE/guide de cotation sélective 


((Staffing)) A document which includes a detailed rating key for each 
qualification and which may be used to record the assessment of each 
candidate's qualifications in relation to the rated requirements and, 
where applicable, desirable qualifications. 


SELECTION STANDARD/norme de sélection 


((Staffing)) A systematic framework for determining and prescribing 
the requirements of a position and for providing for the assessment of 
the qualifications of persons considered for appointment to it. 


SELECTION TOOL/outil de sélection 


((Staffing)) A method which is used to facilitate the assessment of a 
person's qualifications for appointment. 


SEMI-SKILLED LAROUR/manoeuvre spécialisé 


((Staff Relations)) Workers who have acquired some aptitude at 
particular jobs but whose activities do not come within any of the 
traditional skilled crafts. 


SEMINAR/s@éminaire 


((Training and Development)) A structured learning situation, often 
characterized by syndicate discussions followed by plenary feedback 
sessions. 


SENIOR MERIT PAY PLAN/réqime de rémunération au mérite des cadres 
Supérieurs 


((Compensation)) A plan designed to permit the salaries of Senior 
Managers, other than those subject to the Management Category Salary 
Administration Plan, to be determined on the basis of merit. 


SENIOR OFFICER/agent supérieur 
((Foreign Service)) The person at each Post designated by the deputy 


head as senior officer, or, if no such designation is made, the 
highest-ranking employee of the department serving at the Post. 
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SEPARATION/départ 


((Staffing)) The termination of a person's employment in that part of 
the Public Service to which the Public Service Commission has the 
exclusive right and authority to appoint persons. 


SEPARATION RATE/taux de départ 


((Human Resource Planning)) The number of employees who leave a 
Specific group or organization within a given timeframe, usually divided 
by the averaged strength and expressed as a percentage. See ATTRITION. 


SERVICE-WIDE TRAINING CENTRE/centre de formation pour l'ensemble de la 
fonction publique 


((Training and Development)) Organization within a central agency or 
department with specialized expertise to service general training needs 
in support of programs in all departments and agencies. 
SERVICES/services 

((Training and Development)) Include consulting with respect to any 
training matter, tuition, training packages or purchased courses, and 
any contracts associated with the operation of any training 
establishment. 

SESSION/séance 

((Training and Development)) A period or unit of learning within a 
course. 


SESSION/séance 


((Training and Development)) A block of instructional material which 
includes an introduction, body and conclusion. 


Note: Term used in the Qualification Improvement Program for 
Trainers and Instructors. 


SEVERANCE PAY/indemnité de départ 


((Compensation)) An entitlement payable to an employee on termination 
of employment provided that certain requirements are met. 
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SEVERANCE PAY/indemnité de fin d'emploi 


((Staff Relations)) A lump-sum payment by the employer to a worker 
whose employment is permanently ended under certain circumstances. 


SHELTER COST/frais de logement 


((Foreign Service)) The amount in Canadian dollars which the employee 
must pay to the employer for shelter where he/she is occupying 
Crown-held accommodation or is in receipt of shelter assistance. 


SHIFT /quart 


((Staff Relations)) The stated daily working period for a group of 
employees who work varied hours during the day, e.g., 8 a.m. to 4 p.m., 
4 p.m. to midnight, midnight to 8 a.m. 


SHIFT DIFFERENTIAL /prime de poste 


((Staff Relations)) Added pay for work performed at other than regular 
daytime hours. 


SHIFT PREMIUM/prime de quart 


((Compensation)) Additional compensation paid to certain groups of 
employees where the type of job requires shift work. 


SHIP REPORTING OFFICER ALLOWANCE/allocation d'officier d'observation de 
bord 


((Compensation)) An allowance for employees of Revenue Canada, Customs 
and Excise who are required to perform the duties of ship reporting 
officer for the Department of National Defence at certain specified 
ports. 


SHOP STEWARD/délégué d'atelier 


((Staff Relations)) A union official who represents a specific group of 
members and the union in union duties, grievance matters, and in 
complaints about employment conditions. Stewards are usually part of 
the work force they represent and handle their duties only ona 
part-time basis. 
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SICK LEAVE/congé de maladie 


((Staff Relations)) Time off allowed for absence because of illness. 


SIMULATION/simulation 


((Human Resource Planning)) A technique for studying the behaviour of a 
system usually by a model programmed to project the evolution or 
interaction of the different variables. 


SIMULATOR/simulateur 


((Training and Development)) A device which presents the trainee with a 
representation of the important features of the real situation and 
reproduces operational conditions which enable him or her to practise 
directly, safely and economically tasks which cannot be practised on the 
job itself. 


SKILL TEST/test d'habileté 


((Staffing)) A systematic procedure for measuring a person's existing 
capacity to perform a particular task(s) or function(s). 


SLEEPING-IN ALLOWANCE/indemnité de couchage 


((Compensation)) An allowance paid to emplovees when they are required 
to sleep in, or immediately adjacent to, the dormitory room, so as to be 
available to meet the needs of children. 


SLOWDOWN/gréve perlée 


((Staff Relations)) A deliberate lessening of work effort without an 
actual strike, in order to force concessions from the employer. 


SPECIAL ASSIGNMENT PAY PLAN/programme de rémunération spéciale 


((Compensation)) A plan authorizing deputy heads and heads of agencies 
to pay a number of persons, as approved by the Secretary of the Treasury 
Board, for a limited period of time at their certified levels, when 
their salaries are not consistent with the level of duties and respon- 
sibilities assigned to them under the following circumstances: special 
recruitment; assignment to a special project; assignment on trainina and 
development; on return from secondment; on assignment of special duties 
for a period immediately preceding retirement; and on assignment for 
training under the Career Assignment Program (CAP). 
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SPECIAL HEALTH CARE EXPENSES/frais de soins médicaux spéciaux 


((Foreign Service)) Reimbursement made to an employee for related 
out-of-pocket health care expenses incurred pursuant to consultation 
with a medical practitioner or dentist acceptable to the employer, for 
an illness or an injury attributable to conditions at a Post, and which 
is of a type the incidence of which is greater than in Canada. 


Note: Also applies to a dependant of an employee. 


SPECIAL INTEREST GROUP/groupe d'intérét spécial 


((Human Resource Planning)) Any under-represented group such as women, 
francophones, indigenous and disabled persons. See UNDER-REPRESENTED 
GROUP. 


SPECIAL LOCATION ALLOWANCE/indemnité de localité spéciale 


((Compensation)) Allowance payable at locations which no longer meet 
the criteria for designation as isolated Posts but where employees are 
still subject to excessively high costs of living. 


SPECIAL/SPECIFIED LOCATION ALLOWANCE/indemnité de localité 
spéciale/spécifiée 


((Compensation)) An allowance payable to eligible employees at 
locations that no longer meet the criteria for designation as isolated 
Posts but that are still subject to an abnormally high cost of living or 
abnormally high prices for fuel and utilities. 


SPECIALIZED LANGUAGE SKILLS/compétences linguistiques spécialisées 
((Staffing)) A level of proficiency or technical knowledge in one or 


both of the official languages which is beyond the scope of basic 
second-language training. 


SPECIFIED PERIOD EMPLOYEE/employé nommé pour une période spécifiée; 
employé nommé pour une période déterminée 


((Staffing)) A person whose expected duration of employment is fixed. 


Note: PSC statistics do not include certain employees appointed for 
specified periods of less than six months. 
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s: SPLIT SHIFT/poste fractionné 


((Staff Relations)) Division of an employee's daily working time into 
two or more working periods, to meet peak needs. 


SPONSOR/parrain 


((Training and Development)) The approving authority who is ultimately 
accountable for the project. 


SPOUSE/conjoint 
((Foreign Service)) Means the husband or wife of an employee, or an 
individual who, with the employee, has signed the appropriate 


declaration, and who satisfies the requirements set in Directive 
2.01 (x) of the Foreign Service Directives. 


STAFF A POSITION/pourvoir à un poste 


((Staffing)) To take the necessary action to make an appointment to a 


position. 
® STAFF TRAINING COUNCIL/Conseil de la formation du personnel 


((Training and Development)) A senior interdepartmental committee, 
chaired by the Secretary of the Treasury Board, to which the Treasury 
Board has delegated authority for the coordination and management of 
staff training programs within the Public Service. 


STAFFING ACTION/opération de dotation (en personnel ) 


((Staffing)) Any action taken to arrange for a person to perform a 
given set of duties. 


STAFFING INFORMATION FOR EMPLOYEES/renseignements sur la dotation pour 
les employés 


((Staffina)) A document containing standard employment information 
which is common to many closed competitions and which is designed for 
continuous display in conjunction with individual notices of 
competition. 


Note: This document is officially titled "Staffing Information for 
Employees". 
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STAFFING OFFICER/agent de dotation (en personnel) 


((Staffing)) An employee charged with the fillina of vacancies and 
other related matters on behalf of the employer. 


STAFFING OFFICERS' CERTIFICATION PROGRAM/programme d'accréditation des 
agents de dotation 


((Staffing)) A system designed to ensure that those persons exercising 
delegated appointment authority or providing advice to those who are 
exercising delegated appointment authority are competent to do so. 


STAFFING PROCESS/processus de dotation (en personnel) 


((Staffing)) A course of action designed to identify a suitable person 
to perform a given set of duties. 


STANDARD/norme 


((Training and Development)) The approved level of performance defined 
in qualitative and quantitative terms. 


STANDARDS/normes 


((Training and Development)) Criteria, features, methods or processes 
which are recognized as or agreed to be models for imitation, against 
which like activities will be compared or measured. 


STANDBY PAYMENT/indemnité de disponibilité 


((Compensation)) The compensation where the employer requires an 
employee to be available during off-duty hours. 


STANDING ADVANCE/avance permanente 


((Compensation)) The amount of money advanced to an employee who 
travels on a frequent and regular basis, or in certain other 
circumstances where it is in the employer's interest to make such an 
advance in respect of anticipated expenses. 


STATEMENT OF QUALIFICATIONS/@noncé de qualités 
((Staffing)) A written specification of the essential and desirable 


qualifications pertinent to the staffing of a position or group of 
positions. 
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STATUTORY PRIORITY/priorité légale 

((Staffing)) Entitlement to appointment or consideration for 
appointment before others and without competition, as stipulated by 
legislation. 

STRENGTH/effectif 


((Human Resource Planning)) The number of full-time or equivalent 
employees in the organization at a given moment. 


STRIKE/gréve 

((Staff Relations)) Means a cessation of work or a refusal to work or 
to continue to work by employees in combination or in concert or in 
accordance with a common understanding, or a slowdown or other concerted 
activity on the part of employees designed to restrict or limit output. 
STRIKE BENEFITS/indemnité de gréve 

((Staff Relations)} Union payments, usually a small proportion of 
regular income, to workers during a strike. Many unions do not supply 
monetary aid but distribute groceries and other types of aid to needy 
families of strikers. 


STRIKE FUND/caisse de gréve 


((Staff Relations)) Funds held by unions for allocation during a strike 
to cover costs of benefits, legal fees, publicity, and the like. 


STRIKE VOTE/vote de gréve 


((Staff Relations)) A vote conducted among employees in the bargaining 
unit on the question of whether they should go out on strike. 


STRUCK OFF STRENGTH/rayé de l'effectif 


((Compensation)) A termination of employment or a transfer to another 
Pay System or Pay Office not within the DSS Pay System. 
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SUB-FACTOR/sous-facteur; élément 
((Classification)) A sub-division of a factor. 


Note: The factor "Knowledge" in the Clerical Regulatory Plan is 
divided into two sub-factors or contributing elements, 
"Education" and "Experience". 


SUB-GROUP/sous-groupe 


((Classification)) A sub-division of an occupational group. 


Note: It is made necessary when the positions in the group are not 
sufficiently homogeneous to permit their evaluation by a 
single classification plan nor comparison with a.single 
outside pav market. 


SUBMARINE TRIALS ALLOWANCE/indemnité d'essais de sous-marins 


((Compensation)) An allowance paid to certain groups of employees when 
they are required to be in a submarine during trials. 


Note: Some collective agreements (e.g., Electronics group) have this 
as part of the Sea Trials Allowance. Others (e.g., Ship 
Repair) keep it separate. 


SUCCESSFUL CANDIDATE/candidat recu 


((Staffing)) A candidate in a competition who is offered or is about to 
be offered an appointment as a result of that competition. 


SUCCESSION PLANNING/planification de la relève 


((Human Resource Planning)) A process by which management assesses the 
organization, the activities to be performed and current human resources 
available with the potential to be developed for vacant and vulnerable 
positions. A component of replacement planning (see this term). 


SUGGESTION AWARD PROGRAM/programme des primes à l'initiative 


((Compensation)) An award consisting of cash and/or a certificate 
provided by management as a means of extending formal recognition to 
employees, where their initiative, outside their normal areas of 
responsibility, has resulted in worthwhile suggestions for improvement 
in the efficiency and effectiveness of government operations. 
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SUMMER SCHOOL ALLOWANCE/indemnité pour cours d'été 


((Compensation)) A per diem allowance, as determined by the employer, 
which may be granted to certain eligible employees for attendance at 
summer school courses, where the employer identifies a departmental need 
for the employee to take such courses. 


SUMMER SCHOOL LEAVE/congé pour cours d'été 


((Compensation)) Leave of absence with half pay, granted to language 
teachers to attend approved summer school courses. 


SUPERVISOR OF EXAMINATIONS PAY/rémunération de surveillant d'examens 


((Compensation)) An hourly rate of remuneration authorized for 
employees of the Public Service Commission who work outside their normal 
hours of work supervising public service examinations, and who do not 
take the equivalent time off in leave with pay. 


SUPERVISORY DIFFERENTIAL/prime de supervision 


((Compensation)) A differential paid to employees whose positions 
receive a supervisory rating under the classification standard, and who 
perform supervisory duties. 


SUPPLY/offre 


((Human Resource Planning)) The number and types of working-age people 
who are qualified, interested and available for work in a specific 
occupation or position. 


SURPLUS EMPLOYEE/employé excédentaire 


((Staffing)) An employee appointed for an indeterminate period whose 
position has been declared surplus. 


SURPLUS PERIOD/période ouvrant droit à priorité d'employé déclaré 


excédentaire 


((Staffing)) The interval of time between the date on which the 
employee is notified that his/her position has been declared surplus and 
the date of layoff, or of his/her appointment to another position prior 
to being laid off. 
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SURPLUS PRIORITY/priorité d'employé excédentaire 


((Staffing)) Entitlement to consideration for appointment before others 
and without competition, granted to employees identified for layoff who 
are considered suitable for appointment. 


SURPLUS STATUS/situation d'employé excédentaire 


((Staffing)) The condition of an employee who has been appointed for an 
indeterminate period who has been notified that his/her position has 
been declared surplus and is still occupying the position. 


SURVEY PARTY LEADER ALLOWANCE/indemnité de dirigeant d'un groupe de 
levés topographiques 


((Compensation)) Extra duty pay for students acting as assistants in 
charge of a survey party or a survey sub-party. 


SYMPOSIUM/sympos ium 
((Training and Development)) (In the training context). A gathering 


usually of one or two days to hear and discuss contributions by 
authorities in a particular field. 


SYSTEMIC DISCRIMINATION/discrimination systémique 


({Human Resource Planning)) Discrimination which is built into 
personnel processes with the result that certain groups of people are 
adversely affected. See ADVERSE IMPACT. 
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TAKEN ON STRENGTH/porté à l'effectif 


((Compensation)) To commence basic pay of a new employee being hired, 
the rehiring of a former employee, or the transfer-in of an employee 
from another Pay System or from a Pay Office not within the DSS System. 


TARGET POPULATION/population cible 


((Training and Development)) The particular individual. group or range 
of trainees, for whom a particular training course or program is 
designed. 
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TASK/tâche 


((Classification)) A unit of activity which, with other units, 
collectively make up a duty. 


TASK/tâche 


((Training and Development)) A distinct and specific performance action 
which is observable, measurable and independent of other actions. 


TASK ELEMENT/élément de tâche 


((Training and Development)) A clearly identifiable step in a series of 
steps leading to the completion of a task. 


TASK-SHARING/partage de tâches 


((Staffing)) An arrangement between the Public Service Commission and a 
department whereby certain aspects of a non-delegated staffing action 
are conducted by the department on behalf of the Public Service 
Commission. 


TECHNOLOGICAL CHANGE/changement technologique 


((Staff Relations)) Technical progress in industrial methods, for 
example, the introduction of labour-saving machinery or new production 
techniques. Such change can result in human resource reductions. 


TEMPORARY TRAINING CENTRE/centre de formation temporaire 


((Training and Development)) Organization which is established to carry 
out training or training-related services or projects on a temporary 
basis to support or facilitate implementation of new or existing 
programs. 


TERM APPOINTMENT/nomination pour une période spécifiée; nomination pour 
une période déterminée 


((Staffing)) An appointment for which the expected duration is fixed. 


Note: PSC statistics do not include certain appointments for 
specified periods of less than six months. 
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TERM EMPLOYEE/employé nommé pour une période spécifiée; employé nommé 
pour une période déterminée 


((Staffing)) A person whose expected duration of employment is fixed. 


Note: PSC statistics do not include certain employees appointed for 
specified periods of less than six months. 


TIME CARD/fiche de présence 


((Staff Relations)) The record sheet on which, either manually or 
mechanically, a worker's attendance is reported. 


TIME CLOCK/horloge de pointage; horloge-poinçon 


((Staff Relations)) Clock with a mechanism to indicate on a pay card by 
punch hole or other means the time of arrival and departure of employee. 


TOTAL COMPENSATION/rémunération globale 


((Compensation)) The total of pay and the monetary equivalent of 
allowances, benefits and other compensation-related terms and conditions 
of employment. 


TRAINEE COSTS/frais de stage 

((Training and Development)) Costs incurred by individual trainees, on 
an occurring basis, including travel, accommodation, textbooks, tuition 
and seminar costs, as well as the time away from work. 

TRAINEE OCCURRENCE/cas de formation 

((Training and Development)) A specific activity for the acquisition of 


skills and knowledge by an individual through a formal training process, 
resulting from a conscious management decision. 


TRAINER/agent de formation 


((Training and Development)) A person who performs a wide variety of 
training activities, including the identification and analysis of 
training needs, the design, development, conduct and evaluation of 
training programs, training administration, research and consulting. 
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TRAINING/ formation 


((Training and Development)) Any learning activity that, in response to 
clearly identified needs, contributes to employees' acquisition of 
knowledge, skills and experience to do their present jobs efficiently 
and effectively or to prepare them to assume other responsibilities. 


TRAINING AND DEVELOPMENT INFORMATION SYSTEM (TDIS)/systéme d'information 
sur_la formation et le perfectionnement (SIFP) 


((Training and Development)) A service-wide information system 
containing data on training occurrences and costs that has been designed 
to meet the information requirements of departments and central agencies 
with respect to staff training. 


TRAINING APPLICATION AND AUTHORIZATION FORM/ formule de demande et 
d'autorisation de formation 


((Training and Development)) The application, authorization and 
registration medium for employees undertaking training, as well as the 
means of inputting trainee, course and trainee-related cost data to 
HDIS* 


TRAINING COSTS/frais de formation 

((Training and Development)) Include the human, financial and other 
resources expended by departments in obtaining, arranging or providing 
training and include both trainee costs and organizational costs. 
TRAINING NEED/besoin de formation 

((Training and Development)) Relates to work-performance problems 
identified through employee-performance review, problem-identification 
processes, organizational reviews and the human resource planning 
process, which can best be resolved through training. 


TRAINING OBJECTIVE/objectif de formation 


((Training and Development)) The standard of performance to be 
demonstrated by the participant at the end of training. 


TRAINING ORGANIZATION EXPENDITURES AND REVENUE REPORT/rapport sur les 
dépenses et les recettes des organisations de formation 


((Training and Development)) The medium used to input data to TDIS on 
the organizational costs of training. 
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TRAINING PLAN/plan de formation 


((Training and Development)) Outlines the use of training in support of 
departmental and public service programs and is used as the basis for 
managing the overall training activities in individual departments and 
in the Public Service as a whole. 


TRAINING PROJECT/projet de formation 


((Training and Development)) A one-time activity which consumes 
Significant human and financial resources and produces a specific output 
in support of Public Service or departmental training requirements. 


TRAINING REPORT/rapport sur la formation 


((Training and Development)) A narrative report which highlights the 
major uses of training in the past fiscal year, in support of 
departmental programs and activities, and explains variances from the 
training plan. 


TRANSFER/mutation 

((Compensation)) An appointment to a position where promotion or 
demotion rules do not apply. 

TRANSFER/mutation 

((Staffing)) The appointment of an employee to a position in the same 
occupational group (and sub-group) at the same level or to a position in 
any other occupational group (or sub-group) where the maximum rate of 
pay does not exceed the maximum rate of pay for the position held by 
that person immediately prior to the appointment. 

TRANSFER-IN/mutation d'arrivée 

((Compensation)) The movement of an account into a new: (1) employing 
department; (2) paylist within a department; (3) Paying Office or Pay 
System (within the DSS Pay Systems). 

TRANSFER-OUT/mutation de sortie 

((Compensation)) The movement of an account out of: (1) an employing 


department; (2) a paylist within a department; (3) a Paying Office or 
Pay System (within the DSS Pay Systems). 
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TRANSPORTATION ALLOWANCE/indemnité de transport 


((Compensation)) An allowance paid to certain groups of employees when 
they are required to work other than normal hours, must travel to or 

from their homes when convenient public transportation is not available. 
See COLLECTIVE AGREEMENT. 


TRAVEL ADVANCE/avance de voyage 


((Compensation)) An accountable advance to cover expenses for an 
authorized trip on official business. 


TRAVEL LEAVE/congé de déplacement 


((Foreign Service)) Means a period of absence with pay authorized by 
the deputy head to cover travelling time for a journey and during which 
the employee is deemed to be on duty for the purpose of any applicable 
accident compensation. 


TRAVELLING EXPENSES/frais de déplacement 


((Foreign Service)) Means expenses for transportation, accommodation, 
meals and other expenses allowable under relocation travel. 


TRAVELLING TIME/temps de déplacement 


((Foreign Service)) Means the time actually required for a journey, 

including unavoidable or permissible stopovers, but not exceeding the 
time required for the same journey by the most economic mode and the 

most direct route in the circumstances of each case, as determined by 
the deputy head. 


TREND ANALYSIS/analyse des tendances 
((Human Resource Planning)) A review and evaluation of factors shaping 


events or opinions and an assessment of their significance to the 
subject studied. 


TRIPARTISM/tripartisme 


((Staff Relations)) Consultation between representatives of labour, 
management and the government to consider issues of mutual interest. 
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TURNOVER/roulement de la main-d'oeuvre 

((Staff Relations)) Rate at which workers move into and out of 
employment, usually expressed as a percentage based on the number of 
employees leaving an organization during a certain time over the average 
number of employees in the organization during the same period. 
TURNOVER/roulement 

((Human Resource Planning)) The movement of employees out of a position 
or group of positions. 

TURNOVER RATE/taux de roulement 

((Human Resource Planning)) The number of employees who move out of a 


position or group of positions within a given time period, usually 
divided by the average strength and expressed as a percentage. 


U 


UNACCOMPANIED/non accompagné 


((Foreign Service)) Refers to an employee who is not accompanied by a 
dependant. 


UNDER-REPRESENTED GROUP/groupe sous-représenté 


((Human Resource Planning)) Anv under-represented group such as women, 
francophones, indigenous and disabled persons. See SPECIAL INTEREST 
GROUP. 


UNDERFILL (n.)/employé sous-classé 


((Staffing)) A person appointed to the same group (and sub-group) but 
at a level lower than the classified level of the position. 


Note: Also refers to an appointment to the same group (and 


sub-group) but at a level lower than the classified level of 
the position. 
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2 UNDERFILL (v.)/sous-classer 


((Staffing)) To appoint a person to the same group (and sub-group) but 
at a level lower than the classified level of the position. 


UNDERFILL BASIS (ON AN)/sous-classement d'un employé 


((Staffing)) Appointed to the same group (and sub-group) but at a level 
lower than the classified level of the position. 


UNDERFILLING/sous-classement 


((Staffing)) The practice of appointing to the same group (and 
sub-group) but at a level lower than the classified level of the 
position. 


UNEMPLOYMENT INSURANCE/assurance-chdmage 


((Staff Relations)) A federal program whereby eligible unemployed 
persons receive cash benefits for a specified period of time. These 
benefits are paid out of funds derived from employer, employee and 
government contributions. 


x. UNFAIR LABOUR PRACTICE/pratique déloyale de travail 


((Staff Relations)) A practice on the part of either union or 
management that violates provisions of federal law. 


UNFAIR LABOUR PRACTICE PROCEEDING/procédure en matiére de pratiques 
déloyales de travail 


((Staff Relations)) A proceeding before the Public Service Staff 
Relations Board to determine whether an employer or a union has 
committed unfair labour practices as charged. 


UNHEALTHY POST/mission insalubre 


((Foreign Service)) A Post designated by the Department of National 
Health and Welfare where personnel are exposed to and may develop 
illnesses or diseases of a nature they would not develop or would be 
unlikely to develop in Canada. 
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UNILINGUAL POSITION/poste unilingue 


((Staffing)) A position which requires the knowledge and use of only 
one of the two official languages. 


UNION SECURITY CLAUSES/clauses de sécurité syndicale 


((Staff Relations)) Provisions in collective agreements designed to 
protect the institutional authority of the union. 


UNREPRESENTED EMPLOYEES/employés non représentés 


((Staff Relations)) Employees who do not belong to any union 
organization, either because they are excluded from doing so by the 
Public Service Staff Relations Act or have chosen not to be unionized. 


UNSUCCESSFUL CANDIDATE/candidat non recu 


((Staffing)) A candidate in a competition who is not offered an 
appointment as a result of that competition. 


UPHOLD AN APPEAL/accueillir un appel 


((Staffing)) To allow, after inquiry, an appeal made against an 
appointment or proposed appointment from within the Public Service, or 
against a recommendation for release or demotion because of incompetence 
or incapacity. 


V 


VACANCY/vacance 


((Staffing)) An unoccupied position. 


VACATION ADVANCE/avance de traitement pour vacances 


((Compensation)) An advance of salary to cover a period of vacation 
leave with recovery made from the regular salary cheque(s). 
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= 


VACATION TRAVEL ASSISTANCE/aide au titre des déplacements pour congé 
annuel 


((Foreign Service)) Transportation expenses up to a predetermined 
amount for an employee and any dependant residing with him/her to assist 
him/her in taking vacation leave away from a hardship Post. 


VESTIBULE PERIOD/période d'attente 


((Staffing)) A qualifying period which covers the initial months of an 
acting appointment, the termination of which activates the requirement 
to post appeal rights. 


VETERAN'S PREFERENCE/priorité d'ancien combattant 


((Staffing)) In open competitions, the entitlement of qualified 
persons, by virtue of war service, to appointment before others whose 
names appear on the eligible list and to special consideration with 
respect to age and physical requirements. 


VULNERABILITY/vulnérabilité 

((Human Resource Planning)) The susceptibility of an organization to 
vacancies in key positions for which provision has not been made and 
will not be easily filled from within the organization. 

VULNERABILITY RATE/taux de vulnérabilité 

((Human Resource Planning)) The ratio between the number of vulnerable 


positions divided by the total number of active positions in an 
organization at any point in time normally expressed as a percentage. 


VULNERABLE POSITION/poste vulnérable 


((Human Resource Planning)) A position for which no replacement or 
back-up person has been identified. 
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W 


WAGE AND PRICE CONTROLS/contrôle des salaires et des prix 


((Staff Relations)) Government effort to restrain wage and price 
increases to acceptable levels, usually through the establishment of 
some form of review agency (e.g., Anti-Inflation Board). 


WAGE DETERMINATION/fixation des salaires 


((Staff Relations)) The practices and procedures used to determine wage 
rates in collective bargaining. 


WALKOUT/débrayage 
((Staff Relations)) Generally a spontaneous and short-lived work 


stoppage, not authorized by the union. It is usually a reaction to a 
specific problem in the workplace, rather than a planned strike action. 


WEEKLY RATE OF PAY/taux de rémunération hebdomadaire 

((Compensation)) The rate of pay established by dividing the annual 
rate of pay by 52.176 in the case of employees paid on an annual basis. 
Also refers to the rate of pay established by multiplying the daily rate 
of pay by five in the case of employees paid on an hourly basis. 


WHITE-COLLAR WORKERS/cols blancs 


((Staff Relations)) Term used to describe non-manual workers, e.g., 
office, clerical, supervisory, professional and technical workers. 


Note: To be contrasted with manual workers, e.g., maintenance and 
production workers. 


WILDCAT STRIKE/gréve sauvage 


((Staff Relations)) A strike that violates the collective agreement and 
is not authorized by the union. 


WORK FORCE ANALYSIS/analyse de l'effectif 


((Human Resource Planning)) A statistical study of the characteristics 
of, and trends within, an organization's work force. 
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WORK PLANNING AND REVIEW/planification et revue du travail 


((Human Resource Planning)) An ongoing process between the supervisor 
and the employee for the purpose of updating goals and responsibilities 
and defining individual work plans with ongoing review, coaching and 
assessment of results. 


WORK STOPPAGE/arrét de travail 


((Staff Relations)) A cessation of work resulting from a strike, 
whether legal or illegal. 


WORK TO RULE/gréve du zéle 


((Staff Relations)) A practice where workers obey to the letter all 
laws and rules pertaining to their work, thereby effecting a slowdown. 


Note: The practice also frequently involves a refusal to perform 
duties which, though related, are not explicity included in 
the job description. 


WORKER'S COMPENSATION/indemnisation des accidents du travail 


((Staff Relations)) Compensation payable for injuries sustained by 
employees in the course of their employment. 


Note: Each province has a Workers' Compensation Act. 


WORKING CONDITIONS/conditions de travail 


((Staff Relations)) Conditions pertaining to the worker's job 
environment, such as hours of work, safety, paid holidays and vacations, 
rest period, free clothing or uniforms, possibilities of advancement, 
etc. 


Note: Many of these are included in the collective agreement and 
Subject to collective bargaining. 


WORKPLACE/lieu de travail 


((Compensation)) The location at or from which an employee ordinarily 
performs the duties of his/her position and, in the case of an employee 
whose duties are itinerant, the actual building to which he/she returns 
to prepare and submit reports, etc., and where other administrative 
matters pertaining to the employee's employment are conducted. 
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WORKSHOP/atelier 


((Training and Development)) A seminar or series of meetings for 
intensive study, work and discussion in a specific field. 
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